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1.1

1.2

Master Data

Preface

Over the course of more than 40 years of development, Untis has become an extremely powerful tool.
The large number of functions and possible settings, as well as the size of this manual, may hawe a
daunting effect on newcomers to the application.

For this reason we would recommend that you first study the considerably shorter manual ' Getting
Started . 'Getting Started' uses easy-to-understand examples to guide you through all the steps of
timetable creation with Untis, from installation , adding school data to your school's master data and
entering lessons to the actual creation of the timetable using Optimisation , the diagnosis of the
calculated timetable, possible manual changes and printing finished teacher, class and room schedules.

The structure of this manual is also based around this natural basic structure. However, it is intended to
be more of a work of reference than a brief guide.

For this reason, use this manual when in the course of creating your timetable you encounter situations
that are not dealt with in 'Getting Started', or when you wish to take the time to get to know Untis in
greater detail in order to be able to work more effectively with the system.

Master data

This chapter describes the input and maintenance of master data and provides a detailed description of
master data properties.

Master data are basic input details essential for the construction of school timetables. They include the
particulars of teachers , classes , rooms and subjects which are used to form the lessons in the
timetable, but also other important information such as departments or corridors. You can access the
'Master Data’ either via the 'Data’ tab, the most important elements can also be accessed via the 'Start’
tab.
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1.3

Data Scheduling Timetables

5w H @ U 8
' 2 Weighting =

Classes Teachers Rooms Subjects — o Scheduling
~ - - D Optimisation - =
Master Data I}) Scheduling tools
Lessons
g8 Master Data
All lessons

. Press F1 for help.
Class timetable por.

Class timetable landscape
Classes overview portrait
Class overview landscape
Class schedule big

Overview classes

Student groups

B dddddd @P 8

(73

Time requests

Window Group L4

The master data categories 'Classes', Teachers', 'Rooms' and 'Subjects’ are particularly important as
they are the main building blocks for the construction of lessons. We will therefore refer to these types of
master data as elements .

All master data are managed in so-called formats. Formats are windows designed for the input of new
master data and the maintenance (i.e. modification) of existing master data. All master data formats are
essentially very similar in use and structure. The following chapter describes the similarities between
different master data formats.

Master data formats

Each type of master data element classes , teachers , rooms , subjects , students ) is managed in its
own window.

All master data windows consist of three sections: a toolbar , a grid view and a form view.

Grid view

The grid view is a table with individual rows. Each row represents one element. The grid view displays all
the attributes for the element activated (by the user) in the corresponding format. The activated attributes
in the example are the fields name, full name, alternative room, room weighting, off-site code and
capacity.

Form view
The form view concentrates on one element, and displays the one element with its attributes. In the
example abowe, the form view displays the name of the selected room, the (more informative) full name of
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the room, the room capacity etc.

Note:
You can hide and display the form view using the button at the bottom left of the screen.

Rooms / Room

- is = O == .
[5Hi I HENBRTY HFE& O F Ja-8& .
Mame | Full name Aftern. room  Rm.Weight | Off-site codes | Capacity
SH1 Sports Hall 1 SH2 4
SH2 Sports Hall 2 SHA 4
PL Phy=ics lab. 3
WS Warkshap 3 w
T Tesies workshon : g vew
HE1 Hotme Econ. raom 4
Fl1a Clazs Room 1a Rk 2 36
Rk Class Room 1k R2a 2 a0
R2a Class Room 2a R2k 2 32
R2h Class Room 2k F3a 2
R3a Class Room 3a R1a 2
P=1 Pzeuda Room 1 (3b) |Ril1a 2
Ps2 Pzeudo Room 2 (4] R2a 2
| General FRoom [+
SHZ > lem room
Rm. Yweight
form view
I:I Room capacity
I Dept
I:I Cormidarz
I:I E sternal name
- Room [Roo)* e

The following topics are covered later:
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1.3.1

Toolbar

Data entry

Editing formats
Managing formats

Printing
Toolbar functions

You will find the following buttons in many Untis windows:

FEMBRI&EES QI I& &-@ £

Resize the window
This function adjusts the size of a window to match the table it contains.

Grid adjustment (display fields))

The functions of the grid adjustment dialogue are described in detail in chapter Displaying/hiding columns

New
This button opens a new element. You will find more information in the chapter Data input .

Delete
This function deletes the active element. You can also mark several elements with the cursor and then
use this button to delete them.

Serial change
Use this function to systematically change the contents of a field in all rows of the grid view in a single
operation. This function is described in detail in the chapter Serial change .

Filter

When you click this button, a filter line is displayed and you can filter by the selected element. For more
detailed information on filtering please go to filtering .

Sort

This function effects automatic permanent sorting and is explained in chapter Sorting .

Show all fields with content
This a very useful function that is used to temporarily activate all columns which contain at least one
entry. Clicking on this button a second time restores the window to its original state

Lock this display
If this function is active (button pressed) the view in question will not be affected by events taking place in
other windows. Automatic synchronisation is deactivated.

Time requests

This functions is used to enter time requests. The increments for time requests for elements range from -
3' (total block) to '+3', which indicates a strong desire for the element to be scheduled. Since time
requests are of major significance for all elements and for lessons there is a chapter Time requests
dedicated to this subject under User tips .
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13.2

Colour coding

Use this button to assign any desired foreground and background colour to an element or lesson. These
colours will be used to for screen element display (but not printing), for standard timetable printing and for
the display of planning tools ( Scheduling dialogue , Scheduling timetable ). Other Untis modules such
as the Cover planning module also display elements in colour at the appropriate places.

Tip: Colouring several elements
You can specify the colour coding for several elements in one operation by first marking them (with the
cursor) and then clicking on the <Colour coding> button.

Additionally, in the 'Colour' dialogue you can define that new elements automatically are assigned a
colour .

Calaur *
Foregrovund
Cancel
B ackaground

1 Mo colaur Gruber & Pette

Autoratic colour azsignment for new
i elements

Page layout
This option allows you to change the settings for printing and to view the results at the same time. For
more detailed information please go to Printing .

Settings

The <Settings> button allows you to change the font type, size and similar settings.

Refresh window
Refreshes the format. Alternatively, you can press F5.

Data input

A new data element is always entered into the master data formats in the last line of a grid view.

As an alternative, you can click on the <New> button in the window's toolbar, which will then position the
cursor in the last line of the grid view.

Warning: Confirming input
Always confirm your input with <ENTER> or <TAB> as otherwise the final entry may in some
circumstances not be saved.
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1.3.3.1

T

7% Classes f Class

1a > @ . =28 O FME B
Mame | Full name Foom  |Main subjiday  Lunch break | Periodsiday
1a Class 1a (Gauss) Rl1a 4 1-2 4-5
1k Class 1h (Mewton) |R1b 41-2 4.6
2a Class 2a (Hugo) F2a q41-2 4.7
2k Clazs 2b (Andersen) R2b 4 1.2 4.7
3a Class 3a (Aristotle)  |R3a 41-2 4-5
1] Class Sh (Callas) P=1 4 1-2 4-5
4 Class 4 (Mobel) P=Z2 4 1-3 4.5

- Class w

If you wish to make further entries, mowve the cursor to the relevant field using the mouse or cursor keys
and enter the desired data.

Note: Changing the (short) name
You can change the (short) name of an element by double-clicking on the 'Name' field of the element
concerned.

Editing formats

There is a large number of columns in every master data window. Howewver, no school ever needs all the
columns. For this reason you can specify which columns should be displayed and which should not.

You can also determine the sort order of the rows and columns.

Displaying/hiding columns

Basically you have two different ways of influencing how columns are displayed: either using <Grid
adjustment> or via the form view .

Tip: Show all fields with content

Clicking on the <Show all fields with content> “=button displays all columns which contain at least one
entry. This function is particularly useful for tracking down any data entry fields.

Grid adjustment

Click on the <Grid adjustment> button and check the columns (under 'Active’) that you wish to display.

Note: Additional possibilities
You can use <Grid adjustment> to determine whether a column should be included in printing and
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whether the short name or full name of the element in question should be used.

B Grid adjustment et
Ok, Apply Cancel
I Field Active | Print Full Mame
Mame
Surname
Teut J ]
Dezcription | []  Short name
Department | []  Short name
Aliaz name ] ]
i+ Basic data
[=] Timetable
Man Teaching Periods [MTPxz]

O o
"' Teachers [/ Teacher Ll
- bax, consec. periods/half day ] ]
Hugo il | . E % e [vaily Fr. Break | ]
Mame | Surname pom  NTPs target Teacher optimization code | ]
Gauss |Gy 0-3 b ax dwell time | ]
Lunch break min_-max
Grid Adjustment Periods/day min.-max
Code(z)
Arizt | Aristotle 0-1 Walue calculation
Callaz |Callas 0-1 Break supervizion
Mobel | Mobel 0-1 Cover planning
Rub Rubenz 0-1 Counter
Cer Cervantes 0-1 - -
Curie | Curie 0-1 4-7 1-3
- Teacher “

From the form view

Move the cursor in the form view to the desired item until a four-headed arrow is displayed. You can now
use drag&drop to drag this item into the grid view, where it will be displayed as a column.
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#l

77 Classes fClass

F ~: PERAEY &8 Q 22— "=

= |Mame | Full name f Foom
Mame=  Full name 2a Class 2a (Hugo) I|I'r R2a
4 Class 4 (Nobel) b Class Th(Newton)  Rib
3b Class 3b (Callas) 1a Clazs 1a (Gauss) [ Fia
3a  Class 3a (Aristotle) b Class 2b (&nderscl) | R2b
2b  Class Zb (Andersen) 4 Class 4 (Mobel) | Ps2

2a Class 2a (Hugo
1h Class 1h (Mewton)
Clasz 1a (Gauss)

b Class 3b (Callas) P=1
3a Clazs 3a (Aristotle) WR3a

[TIFIMNTP=z allowed
["1IF) Legzonz not on adjac. days
[2] 2 congocubive days

["1[H] Sched. a.m./p.m. not both

enodzdday min.-ma.

h ax main subject pers. /day
hax. consec. main subj)perdday I:I tazter clazz [TT print-out)
|:| M ax. different lezs. /day

[ 7] Keep curr. loading pattern

If you wish to hide the column, hold the <CTRL> key pressed and drag it from the grid view at the top to
the form view at the bottom.

1.3.3.2 Sorting
There are three sorting options available to you.
Manual sorting using drag&drop
If you wish to re-order elements, simply click in the first (grey) column of the element that you wish to
rearrange and hold the left mouse button pressed. Now drag the element to the desired position in the

list.

You can also change the order of the columns using drag&drop.
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#

"= Teachers / Teacher

*L Teachers / Teacher
Hugo I— - = m — = — .
Ander Andersen 0-1 s R @ - D % = ? ﬁv - % @ @ @
Arist Aristatle 01 Mame  Surname  Room  MTPstarget  Periodsfday Lunch bresk
Callas Callas 0 Fauss | Gauss 0-3 26 1-2
| Mobsl | Mobel 0-1 Hugo |Hugo 01 47 1-2
b Fubens 01 Ander | Andersen -1 4-6 1-3
1‘ cer Cervantes 01 Arizt Aristotle 0-1 4-5 1-2
HER i o Callaz | Callas 01 4-5 1-2
Mokel  Mobel 01 4.5 1-2
Rub Rubens -1 4-7 1-3
Cer Cervantes -1 4-F 1-2
e Mewnton 0-1 4-5 1-2
Curie  Curie -1 4-F 1-3
-
- Teacher w

Automatic temporary sorting

Clicking on the column heading will temporarily sort the table by the contents of the column in ascending
order. A further click on the column will sort the data by this column in descending order.

Warning: Temporary
After closing and reopening the window, the original order will be restored.
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S

dersen
Aristotle

Callaz  Callas
Makel  Maokel
Gauss
Fub Rubens . .
Cutie rie
Cer Cervantes

Cer
Callas
Arizt

Curie | Curie

IEI Teacher [Tea)*

E Teacher (Tea)* e

Automatic permanent sorting

Clicking on the <Sort> button 2v opens an additional window where you can specify up to five different
sort criteria hierarchically.
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Sarting criteria >

Sark by
[ione: v

Azcending Dezcending

then by

-Mone-

then by

-Mane-

then by
MHone-

then by

-Mone-

I1ze thiz sarting in all drop-dawn menus

achivate/deactivate the permanent sorting
of drop-doven liztz

Select which fields the view is to be sorted by. When the option 'Use this sorting in all drop-down menus'
is checked, the sort setting will be used at all points in the application where these elements are listed.

Permanent sorting via ,Settings*
You can activate permanent sorting by clicking on <Settings> | Miscellaneous | Customise | 'Always sort
teachers and subjects'
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Settings

= School data

.. General

- Oheerview
- Values

= Miscellaneous
- Auto-save
.. Directories

ulation

- Warnings

. HTIML

... E-Mail

- Multiple terms

. Autalnfao

... Internet

[#- Repaorts

- Substitution Planning

- Caurse Scheduling
- Multillser

Import/Export Menu

All meru-tems
Sub-menus per country
tenus for the country

Leszzon windomws
Refresh the clazzes’ student no's.
Synchronise dates

lgnore room and text when combinging
coupling lines

Background colour main window

[] 5tan.. = | TT-mode

[] 5tan... = | Cover-mode

[] Stan... = | TT-mode MuliUser
[] Stan... = | Cover-mode Multilser
[] Stan... = |Comparison made

Toolbars
Detachable toolbars

Data Entry

| Auto-complete

| Mouge-click activates edit-mode
| Drop down menus for master data

| Show the figld-description
lgnore upper/lower caze when zorting

| Usze the calendar for entering dates
Create student aroups automatically

Element-Follup
| Activate double click

| Update elements

tdaster data and drop down lists
| Alvaaps sort beachers and subjects

Short nanne
Full name:
ap = ‘width of the drop-down menus
e for master data,and lezzons
120 = Width of the drop doven-manu

for departments

Catcel

1.3.3.3 Filtering

If you wish to filter a specific format according to one or seweral criteria you can do this easily and

quickly using the filter function.

Clicking on the <Filter> button displays a row with the filter icon between the column headings and the
table contents. You can enter the filter condition in the corresponding row of this column by which you
wish to filter.

You can also define several conditions at the same time (mathematical AND relation).

71 Class 1a (Gauss) / Class

. = e 1 " — =
Ta -1 PENR P+ F2- 08E S8 PO -2
@ + C|\Te. UnSched Prds  Per  YrsPrds Teacher Subject  Class(es) Subject room  Home room  Double pers.  Block
~ A 2 Hugo 1a,1b2a.2k Ria
w 23 2 e 13 L1 Class 1a [Gauss) / Class
73 @22 3 izt -1a,1b -
- = ¥ = s = »
- c e fla [~]: PENR S+ #2- OEE S8 2
33 5 Avrist EM 1a . [l I, Te. UnSched Prds  Per | YrsPrds _Lasaks Subject | Class(es) Subject room
35 2 Callas [} 1a
39 2 Callas | AR 1a JEER 3 13,1k SHz2
45 2 Mabel 1a 5 srist  MA 1a
53 % 2 5 Ruk DE 1a 5 Arist (=] 1a
B3 2 Cer Bl 1a
N >
-] L. :
| L-No. = Class* e
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Note: Wildcards
You can also use the wildcards '?' and ™ to represent any character or any string of characters.

Pl - ~— 3 I
<7 Class 1a (Gauss) / Class

E - E - PR OFE d& FO Fa-2H
+ ClTe. UnSched Prds  Per Teacher Subject | Class(es) Subject room Home room | Double pers. Block
4.1 2 Hugo 1a1b2a2b Rila
7 2,3 2 Ancer s
= < Class 1a (Gauss) / Class
73 2,2 3 Arist
31 5 Arist [fa = MER SEfer® #2- OF= ¢
33 3 Arist . #ClTe.  UnSchedPrds |Per | ‘rsPros Subject | Class(es)  Subject room
55 2 Callas
39 2 Callas 2,3 3 s
46 2 hlobel B - WS
s o2 S| L.
63 2 Cer :
55 2 Callas L 1a
39 2 Callas AR 1a
B3 2 Cer =] 1a
e [T
>
e T [aoss ]

Data filter: ‘or’ requirement

You have the possibility to introduce within a field an ‘or’ requirement when you filter. If you want to filter,
for instance, the window 'Classes | All lessons' by classes 1a or 1b, press and hold down the <Ctrl> key,
click on the two classes in the combo box and press <ENTER>.
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== Query / All
= = e = | =

FENR EFlee PR- 0B B #2 @ - @ .
L-Mao. [+ ClTe. UnSched Prds  Per  %rzPrds  Teacher  Subject ubject room | Home room ~
h§
11 4.1 2 Hugo
7 2,3 2 Ander
73 2,2 3 Arist
75 9 1 1 Ander Filter all lessons of
= : e classes 1a and 1b.
33 5 Arist
35 2 Callas
34 2 Callas AR 1a F1a
45 2 Mokel Rila
53 €\ > 5 Rub Rla W
e, [T s e v

1.3.3.4 Serial change

Untis provides two ways of making serial changes.

Cursor marking

Move the cursor over (i.e. mark) the desired range so that the fields are highlighted in yellow. Now enter
the desired value without clicking. This will be entered into each marked field.
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Pl

~ = Teachers f Teacher

BT &2 O .

Plame

Gauzs  Gauss
[eyy Mewton
Hugo  Hugo

Lunch break
1-2

Lunch break

Ander | Anderse 1.2

Arizt | Aristotle

1-2
Callaz | Callas 1.2
Makel | Mabel 1.2
Rk Rubens 1.2
Cer Cervantes

1-2
1-2
1-2
1-2
1-2

Curie | Curie

l IE':lcher [Tea)*

Note: Marking

You can also mark fields using the keyboard: <SHIFT>+<Down arrow> or <SHIFT> +<Up arrow>.
Additionally you can also hold down the <CTRL> key to mark cells which are not right underneath each
other.

Serial change function

You will find the <Serial change> E\button in the toolbar of the window. Clicking on this button opens the
serial change dialogue allowing you to enter the value to be changed in the 'Current content' field and the
new (desired) value in the 'New content' field.
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134

"‘ Teachers / Teacher

£ == >
E 8 O i
Mame  Surname  Lunch break Ro%n  NTPstarget | Periodsiday
0-3 2-6
-1 46

Gauzs

Gausz  Gauss 1-2
ey Memwton 1-2

1-2
Lunch break =n 1.2 Serial Change et
1-3 ] 1-2
1-3 1.2 1-2 Current Contert
1-3 1-2
1.3 g 1-3 Mew Content

1-3
1-3
1-3
1-3

1-3
1.3 Teacher [Tea)* w

“Whole File Selection Only

Cancel Help

The change is always only effected for elements displayed in the current window. If you wish the change
to apply to all elements of this type, check the option 'Whole file'".

If you have flagged elements with the ' Marked (m) ' code, you can limit the changes to those elements
only.

Note: Setting/removing check marks
It is also possible to set or remove check marks. The value 'x' represents a check mark. Leave the field
empty, if no check mark is to be set.

Managing formats

You can change or delete existing views or create new ones. In addition, you can also define specific
views as standard views and add selected views to the menu for master data.

You will find the control elements for managing views in the drop-down list at the bottom right of each
window or via the menu item 'Master Data | Master data formats'.

Drop-down list
Use the drop-down list at the bottom right of the window to switch between the existing views for this

window or to save, rename or delete changed views.
The 'Sawe view as...' option creates a new view that is then displayed in the upper section of the list.
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Class L

Class-A

Class-B

Class [Cla-1)

Classes - Departments
Class-J

Save format

Save format as...

Edit

Delete

If you want to add a view to the menu, just go to 'Edit".

s HB

Classes Teachers Rooms Subjects

- - - -

2B Classes - Departments

[Egp Lessons
Cla-E M B Anlessons

Rename view

Clazzes - Dep ent; Class timetable portrait

w 3 Class timetable landscape

Classes overview portrait

Class overview landscape
Class schedule big

Owerview classes

8 & & & & & &

Student groups

Note: Modified view
Once you modified a view, a *' (asterisk) will be displayed next to the name of the view at the bottom
right of the window. You can now sawe this view or create a new view using 'Sawve view as...".

Master data formats / Lesson formats

You can display a complete list of all master data views via the menu item 'Master Data | Master data
formats' (Lessons | Oveniew formats') .
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1.3.5

- Formats / Master Data S
- [Te® R -
I arme Full name Standard | [nmenu | Type A
Cla Clazs [] |Class
Tea Teacher ] Teacher
Sub Subject ] Subject
Foo Foom ] Foom
Cla-, Clazs-a, ] [] |Class
Tea-d Teacher-d, ] ] Teacher
Sub-a, Subject-A ] ] Subject
F oo-d F oorm-4, ] ] Foom
Cla-E Clazs-B ] [] |Class
TeaE Teacher-B ] [] |Teacher
Sub-B Subject-B O ] Subject
Foo-B R oom-B ] ] Foom
Coar Corridar [] | Coridor
Less Lezzon table [Syllabus] [] |Lesszonstable
Gro Group ] Group
Dep Department ] Department
Stud Studentz ] Studentz A4

In the 'Standard' column you can select which view should be opened as the default view .

If you wish to add further views to the master data menu, simply check the box for the corresponding
view in the 'In menu' column.

You can use the toolbar in this window to create a new view (the active view in the table will be used as a
template), or to open or delete an existing view.
Printing

There are two places where you can make settings for printing.

1. Page layout
Every master data and lessons window contains the <Page layout>&button. This is where you
can make settings for printing and at the same time view the results.

2. Print selection dialogue
When a format is active (i.e. has bee_n clicked), you can access the print selection dialogue by

clicking on the <Print>=lor <Print preview >4buttons in the Qucik Access toolbar.

Note: Copying via the clipboard
You can mark part of the table or the whole table and use <CTRL>+C and <CTRL>+V to copy it into a
word processor or spreadsheet.
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1.3.5.1

Page layout

All formats (master data, lessons, cover planning) now provide the <Page Iayout>@button with which
you can prepare the relevant list for printing. You will find the button in the toolbar of the relevant window
or in the Quick Access toolbar.

Scheduling Timeta

?_[,JDiagnosis w7

I Weighting -
Classes Teachers Rooms Subjects
- - - - Optimisation -

The figure shows a list of lessons for class 1a. The print layout toolbar as well as the selection windows
of the right part of the page layout allows you to make all printing-related settings.

If you wish to print a column in bold, click in the column and then on the <B> button. Now the column
will be printed in bold. There are many possibilities more to modify the print layout.

7 Page layout
BENEEREE TR [0~ Bi.- .
[« N REVEN N> ] Class{es): 747 Print only if changed after... ~
—
(/1 general report ~ Selection M.o11980 [ | Moo 2 Today
[Test school DEMO “Wez = Untis 2018
o como aoc et onty T o 10— T s W Ao evep s

change the column
header

o)

i1 31 H Fuge  GEec 12,16,23,2b R1a T Fields Backaground picture
Foo |23 2 Andsr DS 1a ws R1a
Gauss DS 1B WS Atz
Curie  TX 12,18 ™ =) &
Fr[z2 3 Arst  PEG  |121b SHZ Atz N
Rub  PEB  1a1b SH1 R1b <Not Defined:
1 5 Arist | MA 1= GEF)
3 5 Arist EN 1z GAE) change the margin
5 2 Callas__ MU 1a R1a
Bl 2 Callas AR 12 GAF)
] 2 Nobel  RE 12 21z
[=E] z 5 Rup  DE 1= GEF)
52 2 Cer 8l 1= EEF)

[1 1 Page/Element
[ Balance [T arget-Aictual)

[1 Lessons of the element

4 b Class 1b (Newton)

L-Mo. ClTe. |UnSched Prds | Per | ¥rsPrds Teacher Subject Classies) | Subject room Home room |
11 41 2z Huge Ec 12,1b,23 2b 5F)
F 2,3 2 Ander DS 1z We Riz
Gauss DS 1b ws A1z
Curie X 12,18 ™
[F2 2.2 2 Arist PEG 1a.1b EHZ R1a
B L= o 21m

The meaning of the individual buttons is shown in the figure:
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print / page

preview total

il
i
e
o

o

show or hide

columns bold / new line

D

You also can hide or show columns via drag&drop.

short name / long

name

o Arial -||10
font weights

B -

portrait / landscape

For cema ana testonly  Valid from: 10 Octaber 472017 1512

4a Class 1a (Gauss)
A A S Y S 'd I'd

LMo, ClTe Per YrsPrds Tescher Subject Class(es) Home room,
it 4.1 2 Huge GEc  12,16,23,26 5] -
Foozs Ander Ws Ea Doublgpers ,
Gauss ws Rz
i = o
Fu

Faozz

@

@

[ Print heading an every page
[ Print grid
[ Restrict to page width

Fields Background pictuie

= | ®

Mot Defined:>

S0 Cisssies) _ Susjestrocm Dousls pars
= = = Drag&Drop

a1 5 1=
2 ] 1=
ke : 21z ACH LB
- : 1a Stma 1
B : fis ib Sina
2 12,16 Stme
P 2 Ra 12,15 Say2
12,10 sgyt
4 Class 1b (Newton) 5 -
1a
1a
L-Mo. ClLTe. |Per YrsPrds Tescher Subject Class{es) | Subjectroom Home room i i)
] Fuge  Gec 32,78 RiE] Ll
Folz3 |2 ws Rz inl
ws Ria L]
™
2 2z 3 SH2 A1z
SH1 1s
Fe 21 1 ws 15
2 ] a1s
28 ais
a0 [l ais
ba R1s

1 Page/Element
Balance (Tagat Actual)

Lessons of the element

Page layout 0 x
E SRl Baz: Bi& (v [0 B
@012:2900 Classles) 7/7 Fi @l e i
Selection 01.01.1930 [~ | [01:00:00 15 Today
Test school DEMO Timetable 20182018 Untis 2018

1.3.5.2 Print selection dialogue

This dialogue appears when you press the <Print preview> or <Print> button.

Please note that further print fnctions are available via the selection list depending on the type of format.
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1.4

1.4.1

Print selection >

Clazs[es]: 147

Selection

Edit printadt

Type of st
Data fields <

D ata fields
D ay bime requests =

Perind time requests :I Today
Teachers of the clasz

Time Agu.: teachs. of . clazs
Unzpecific day requests

These print functions are described in detail in the relevant chapter.

Master data properties

In principle, all you need to do to generate a timetable automatically is to enter a name in the Name field.
As a general rule, it is always preferable to leave a field empty if its meaning is at all unclear rather than
to restrict the optimisation algorithm by entering a large amount of unnecessary data.

Note: Do not enter too much at the beginning

If you are unfamiliar with the application, we would recommend that you only enter master data in the
small number of fields displayed in the standard grid view. All other input options should only be used at
a later date (after initial optimisation results have been obtained).

There are properties that apply to all types of master data ( element-independent properties ) as well as
properties specific to a particular type element. You will find information on this latter type in the relevant
chapters dealing with

Rooms
Classes
Teachers

Subjects
Input fields for all master data

The following fields are found in all types of master data.
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4 Y BEMNBRT &#F5& O Em d - .
= Mame  Ful name Text Description | Stat. codels) Marked (m)  Lock (%) lgnore (1 Dont prict (RO (T
2a Class 2a (Hugo) r D D D
1o |Class 1b (Newian) r [] L]
1a Class 1a (Gauss) r |:| |:| |:| |:|
2h Clas= 2b (Anderzen) r |:| |:| |:| |:|
4 Class 4 (Mobel) O O O L]
b Class 3b (Callas) ] O O Ol
3a  Class 3a (Aristotie) | [l L]

Name
This is the unique (short) name. The short name is used by the application internally to identify the
element concerned. A name must be specified for every element.

Note: No duplicate names

It is theoretically possible to give elements of different types the same name, e.g. 1a for class 1a and for
room 1a. Names are also case-sensitive. It is therefore possible to name one class 1a and another class
1A. We would urge you not to take either of these approaches.

Full name

This is where a (long) informative name can be specified that also appears on your printed reports. This
entry is optional but recommended.

Text

Explanatory text can be entered for each element.

Description

Descriptions are master data in their own right with (short) name and full name. They make sense when
descriptions apply to several elements. You select to see the short or full name of the relevant
descriptions when printing elements and in views.

Statistics codes

You can define any number of statistics codes (separated by commas) for each element. You can for
example create well-defined sub-categories for printed reports using these statistics codes. Please refer
to chapter Filtering for more information.

Marked (m)

The Marked (m) code can be set for any element. For certain functions such as printing (timetables or
master data) or serial changes you can specify whether only the marked elements should be selected for
editing.
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14.2

B Class(es) >
Mame Full narne
1a Clazz 1a [Gauszz]
1b Clazs 1b [Mewton]
2a Clazz 2a [Huga)
Zb Clazz 2b [Anderzen]
3a Clazs 3a [Anstotle)
3b Clazs 3b [Callaz)
Print selection 4 Class 4 [Nobel]

Selection

Type of st

Data fields =
Frint anly if changed after... al _lnverse

m.01.1970 [ oroooo Cancel

FOF
POF

Lock (X)
Lessons containing an element that is locked will be 'frozen' in the timetable. The lesson periods will not
be mowved during subsequent optimisation.

Ignore (l)

Lessons containing an element for which the 'Ignore' flag has been set will be ignored in the timetable,
i.e. it will be neither scheduled nor displayed. The (period) value of the lesson will however be included
when calculating totals for teachers and classes.

In addition, elements for which the ignore flag has been set will not be exported via some interfaces.

Don't print (N)

If this flag is set no timetables or lesson overviews will be printed for the element concerned.

Time requests
This field cannot be edited. The box is checked automatically whenever time requestsare entered for an
element.

Rooms

The following input fields relate exclusively to rooms master data.
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"— Rooms / Eoom u - O x
- = g = e =
[5H I HENBBRT &5 O F -8 .
Mame | Full name Alttern. room  Rm. Weight | Off-zite codes | Capacity | Dept. | Corridors | Ext. name
SH1 Sports Hall 4 SH2 4
=H2Z  Sports Hall 2 =H1 4
PL Physics lab. 3
WS Wiarkshop 3
T Tedies workshan ‘
HE1 Home Econ. room 4
Rl1a Clasz Room 1a R1b 2 36
Rk Cla=sz Room 1b R2a 2 30
R2a Cla=sz Room 2a R2h 2 32
R2h Cla=sz Room 2b R3a 2
R3a Cla=sz Room 3a Rl1a 2
P=1 Pseudo Room 1 (3k)  Rila 2
P=2 Pzeudo Room 2 (4) R2a 2
| General Room [
SHZ = plkem. room
R, wieight
I:I Off-zite codes
I:I Floom capacity
I Dept.
I:I Comidors
I:I Estemal name
- |Rnom [Roa)* e

Alternative room

An alternative room is a room that is functionally equivalent to the specified (desired) room and that Untis
can use for scheduling purposes when the desired room is unavailable. Please see the chapter on Room
logic for a detailed description of the alternative room function.

Room weighting

Room weighting gives an indication of the importance of a room for a particular lesson scheduled to take

place in that room.

¢ Room weighting 4: a lesson can only be scheduled if the desired room or one of its alternative rooms
is available (e.g. PE classes).

¢ Room weighting 0: Untis can schedule lessons even when neither the desired room nor one of its
alternative rooms is available (useful for lessons where no specific teaching aids are required).




Master Data 33

143

1.4.3.1

¢ Room weighting 1-3: appropriate intermediate levels.
If no weighting is entered for a room, the weighting will correspond to 2.

Note: Room optimisation
Please note that the allocation of rooms is affected not only by room weighting, but also to a large
degree by the slide control' Room optimisation . Please refer to chapter Room logic for more information.

Off-site codes

Off-site rooms are classrooms and specialist subject rooms not located in the main building of the
school but at an external site too distant to reach within the space of a normal break. Enter the values 1
to 9 for off-site locations with start-time graduation and the values A to E for off-site locations without
start-time graduation Further details on the off-site function can be found in the section Off-site rooms .

Room capacity
This is where you can enter the maximum student capacity for a particular room.

Please read chapter Room capacity if you wish to include room capacity as a factor when assigning
rooms for lessons.

Dept.

Department. Rooms can be allocated to a specific department. These details are largely for information
purposes only and allow printouts of timetables and/or room lists to be produced for individual
departments.

Corridors (Break superv.)
Use this field to enter up to two corridors that the room adjoins. These fields are only useful in
connection with the additional module Break Supenision .

External name

The external name is only used when several schools are created in a multi-user database with shared
inter-school resources. For more details please refer to chapter Shared resourcesin the MultiUser
manual.

Classes

The input fields for classes are arranged in tabs in the form view . Depending on the number of additional
modules you hawe installed, the number of tabs displayed for master data elements may differ from the
examples shown in this manual.

Class tab
Timetable tab
Codes

Class time grid
'Class’ tab

You will find the following input fields on the 'Class' tab.
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4 General Class Timetable WValues [+
Students Clazs teacher
16 | Male .
- Aliaz name

Female

Leszonz table

28 Students : .
Previous year's name

D ate range Dept

I:I From Clazz lewvel

I:ITD

R eqular school

E sternal name

LU

Male/Female
These fields allow you to enter the number of male and female students (pupils) in a class. The two
figures are added up automatically and displayed below the input fields.

These figures are only important for use with the room capacity function. For further details on the room
capacity function, please refer to chapter Room capacity .

Time range
The entries for the time range are only displayed if you have licensed the Multi-week timetable module
and are described in the relevant manual.

Class teacher

Several class teachers (form teachers) can be entered for a class. This field is used in conjunction with
the weighting function Class teacher at least once per day , when printing timetables (for display in the
heading) and lists and in Cover planning.

Alias (second name)

For certain purposes it may be desirable to use standardised designations instead of the usual names.
Examples include printouts for local authorities and data exports to databases.

Alias names can be entered either for the element in question or under menu item ' Master data | Special

data | Alias names .

Note: One name for a group of classes
An alias can be defined for a group of classes via 'Master data | Special data | Alias names', e.g. '3abc”
for '3a+3b+3c”.

Lesson table
The Lesson table serves as a useful tool for checking subject distribution in the Lesson planning and
Value calculation module and has no other significance outside of it

Previous year's name
The class name from the previous year is required for use with the function< Last year’s teacher . The
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name of the class in the previous year can be entered here to ensure the class teacher accompanies the
class into the new school year. This function is available if you have licensed the Lesson planning and
Value calculation module.

Dept.

Department. Classes can also be allocated to a particular department. This function is largely for
information only and allows timetables and/or class lists to be printed specifically for individual
departments. This function is particularly important for use with the e Department timetables module.

Class level
This function is only useful in connection with the modules Lesson planning and Value calculation ,
Students timetables or Course scheduling .

Regular school
For use with certain import/export interfaces.

External name

The external name is only used when several schools are created in a multi-user database with shared
inter-school resources. For more details please refer to chapter Shared resourcesin the MultiUser
manual.

'Timetable' tab

This tab allows you to enter parameters and also to set codes .

4 General Class Timetable Values [
F1:| » | Haome raom [shart name) [FIHTPz allowed

I:I Class group [F] Leszons not on adjac. days

1-2 i,
T 0 2L L 3 [H] Sched. a.m./p.m. not bath

Periods/day mir.-ma. ['] Keep cur. loading pattern

Home room

This is where you can enter the name of the classroom assigned to a particular class. This subsequently
makes the task of Entering lessons easier. Please see chapter Alternative rooms in the User tips for
details on classes with no designated classroom.

Class group

This input field is designed specifically for use in Austrian teacher training colleges, British secondary
schools, Belgian Gymnasiums and German Realschulen where students have a choice between several
main and minor subject areas (core and differentiation lessons) or several subject areas of equal
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standing.

Warning:
Please do not enter any data in this field if you are in any way unsure about the exact meaning of the
function. You will find a more detailed explanation of class groups in chapter User tips/ Class groups

Lunch break min.-max
This function allows you to specify the maximum and minimum duration of the lunch break for individual
classes.

For lunch breaks of exactly one hour, enter '1,1". If you wish Untis to schedule a lunch break of at least
zero and at most two hours, enter '0,2".

Periods/day min.-max.
Specify the minimum and maximum number of periods / lesson units the class may be taught per day.

For example, enter '4,6' for a class that should have at least 4 periods, but no more than 6 periods, per
day.

Max main subject pers./day
You can activate the main subject for any desired subject. Use this field to specify how many main
subject periods may be taught as a maximum on any one day.

Max. consec. main subj. per/day
This function determines how many main subject periods may be taught consecutively on any one day.

Max. different less. /day
In some countries (in particular those which have all-day schooling) the authorities only allow a certain
maximum number of different subjects to be taught to a class on any one day.

You can enter this maximum value in the field 'Max. diff. less./day"' for each class.

Master class

Enter the same master class for type-separated class components if you wish to print the timetables
together in a single timetable. Please see chapter User tips/ Type-separated class components and
chapter Timetable creation / Several classes in one timetable'for further details.

Codes

(P) NTPs allowed

As a rule, NTPs (non-teaching periods) should be awided at all costs. Possible exceptions are NTPs for
pseudo classes and class components.

(F) Lessons not on adjac. days
Use this function for part-time classes that do not have lessons every day of the week if you wish to
awid scheduling lessons on consecutive days. In this case select this code.

(2) 2 consecutive days
Vocational schools sometimes have classes which only have lessons on two days a week. The selection
of the weekdays does not matter, howeer, they need to be consecutive so that the students do not need
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to travel to school twice a week. Check this box and this condition is fulfilled.

(H) Sched. a.m./p.m. not both

This function ensures that lessons can only be scheduled for one half-day of the day, i.e. Untis can
allocate lessons either in the morning OR in the afternoon of the same day.

(Y) Keep curr. loading pattern
Tick this option if you wish to block the allocation of lessons before the first and after the last periods
already scheduled (for use with a subsequent optimisation run).

% 1a - Class 1a (Gauss) Timetable Inu

= [~ w-F dQ0s EMe
School year:17.9.2018 - 29.6.2019 v 70 s Class 1a (Gauss) Timetable (Cla1)
1a ~ -0 43a s B & -
Mo | Tu Th | Fr | s e Bl &-@
— — ] [oszma |3 2092008 o
1 ER it MA |
' LInSc
2 MU | BN 0 Mo Tu We Th Fr Sa
3 B 1
AR
| 2
5 3
6 4
7 &
8 - 6
T
|Cla1 - Class 1%
8

Time grid showing permitted scheduling options for use with a subsequent optimisation run where option
Y is activated (the last morning lesson is period 5, the first afternoon lessons is period 6).

This means that in a subsequent optimisation already allocated lessons and NTPs may be rescheduled.
This code is typically activated when you wish to leave non-teaching time for teachers and classes
unchanged when scheduling the timetable. Extracurricular activities are not then affected by the new
timetable

Warning
This function imposes considerable restrictions on subsequent optimisation runs and should not be
activated without due consideration.
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Class time grid

You will only find the <Class time grid> Fbutton in the toolbar under 'Master Data | Classes' (i.e. for no
other element).

The class time grid allows you to specify that

e certain periods should be used for scheduling double periods

e certain periods should be used for scheduling single periods and

e certain periods should (not) be the last lesson for that class on a particular day.

1. If you wish to schedule double periods by preference in the first two periods of the day (on every day of
the week) as shown in the example, mark the desired range and click on the <Double periods> button in
the 'Schedule' block .

2. If you wish to reserve a range of the day(s) for scheduling single periods, use the <Single periods>
button accordingly.

Warning: Sufficient double periods
Please note that it is essential to define a suitable minimum and maximum number of double periods in
the lessons window of the class in question in order for this setting to work.

3. You can also use the <No> button in the 'Last period' block to specify those periods after which
lessons for the class may not end. This is important if you have to take local transport timetables (school
buses) into consideration when preparing your school timetables.

Note: Copying
Use the <Copy> button to transfer the settings you have made here to other classes.
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@ Class time grid / Class-93

1a

* (Class 1a (Gauss)

-

Last period
Mo

Yes

Scheduling | Substitys |

Scheduling

e Double periudo Copy
Single peﬁndse

Mo preference

*= No double period spanning the subsegquent break

1 2| 3 4/ 5] 6 7/ 8
200 255 950 10:45 11:40 12:35 13:30 1425
845 9:40/10:35 11:30 12:25 13:20 14:15 15:10
Monday 2 2] 1 2 2
Tuesday 2| =2 1 2 2-
Wednesday | 2 2] 11 2 2| e
Thursday 2 21 1 2 20 X
Friday 2 2] 1 2 2
Saturday o 'é

»

m

|

coce

Apply

The sample timetable corresponds to the settings made in the figure above.
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144 Teachers

The number of tabs depends upon the modules. Here the following is described in detail:

e Teacher' tab
e Timetable' tab
e Codes

1.4.41 'Teacher' tab

You can make the following settings on the Teacher' tab.
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gauszi@teachere| E.-Mail addiess Ewternal name

% Teachers / Profesores
Fern - BERRT &HFE& QO 2 B-E2 -
il General Teachers Timetable Walues Teach. gual. ValueCorrection Subst. Break supervision | F
Title I:I Alias name hale
First name Date of birth Femalz
I:I Perzonnel number I:I Regular school I:I Text 2
I:I Teacher status I:I Entry date Additional text 3
Date from 'Status I:I E it date Additional text 4
MNew status I:I Hourly rate
lﬁ D epartment(z) I:l Pers.Mo. 2
]
]

H

Telephone number Mobile number

Profesores RS

Title

An entry in this field is for information purposes only and only has an impact on printouts and exports.

First name
Here you can enter the first name of the teacher. Untis uses the value entered here only for certain
printouts.

Personnel number
Entering a personnel number is only necessary, if you need it for printouts or for files you need to transfer
to e.g. authorities.

Teacher status / Date from for the new / New status
This field can be used for special designations (e.g. headmaster, head of library, etc.). If the status is
changed during the school year, you can do this in the fields 'Date from for the new' or 'New status'.

Department

You can assign as many departments to a teacher as you want. This is of special importance when you
use the module Department timetable . However, you can also print, for instance, timetables per
department.

E-Mail address

This field is meant for entering the e-mail addresses of the teachers.

Within the program it is only used in combination with the module Info-Timetable . With this module you
can send timetables and messages on cowering up via e-mail , if you have entered their e-mail address
here.
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Telephone number
The field 'Telephone number' is for administrative purposes only and is not used for anything special
within the program at the moment. .

Mobile number
This field is for entering mobile numbers.

You only need to enter a mobile number here, if you use the module Info-Timetable . With this module
you can send text messages to teachers.

Alias name

What has been said in the chapter Classes can be applied here, as well: for certain purposes it may be
desirable to use standardised designations instead of the usual names. Examples include printouts for
local authorities and data exports to databases. Alias names can be entered either at the respective
element or under ' Master data | Special data | Alias names .

Birthdate

This field is for information purposes only and only has an impact on printouts and exports.

Entry date / Exit date

These fields define when a teacher entered or exited senice in your school. The dates hawe a restrictive
impact on the lessons of the respective teacher.

Regular school
This field is for information purposes only and only has an impact on printouts and exports.

Hourly rate
At the moment this field is only used in the German Federal Land North Rhine-Westphalia.

Pers.No. 2

In some countries teachers have two different personnel numbers. In these countries this personnel
number 2 is also exported with relevant exports.

External name
The external name is only of use, if several schools with shared resources have been entered into a
MultiUser database. Please refer to chapter Shared resources in the manual MultiUser .

Sex
This field is not for informative purposes only, it also has an impact on the module Break supenision .
There you can define that certain supenision areas shall only be supenvised by female or male teachers.

'Timetable' tab

You can make the following settings on the 'Timetable' tab .
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Teacher optimization code Maw. consec. prds. [D]

¥ Teachers / Profesares
eI - MEN¥KTY &FEE Q o - oo .
il General Teachers Timetable Values Teach. gual. ValueCorrection Subst. Break supervision | F
| Home room [short name) [H] Sched. a.m./p.m. not both
Lunch break min.-mas. [7] Keep cur. loading pattern
2.5 Bkl - [R]Mat in 1zt AMD last period of 1...
e i ' - Wery important
MNTPs min.-max. Ma MTF's (4]
Max. consec. periodz/half day Lurch break [B]
I:I Daily Fr. Break: Max. periods/day [C]

Mz dwell time Current timetable
1 Mon Teaching Penods [HTPsz]

- Profesares ~

Home room
Use this field to assign a dedicated home room to a teacher. This makes entering lessons easier
subsequently.

Lunch break min.-max
Enter the minimum and maximum duration of lunch breaks for individual teachers.

Periods/day min.-max

Input in this field determines the minimum and maximum number of periods a teacher should teach each
day. Enter '2,5' for a teacher who should teach between 2 and 5 periods per day. Leaving this field empty
allows Untis to schedule any number of periods for a teacher.

NTPs min.-max
Use this field to specify the minimum and maximum number of NTPs (free periods, non-contact periods)
per week for an individual teacher. An empty field is equivalent to the entry '0,0'.

Max. consec. periods/half day
This field allows you to specify the maximum number of consecutive periods a teacher should teach
before an NTP (break) is scheduled.

Daily Fr. Break

In schools where lessons continue until evening, it is often desirable to specify the length of time
between the last period in the evening and the first period in the morning to allow a sufficiently long break
between classes.

The time grid of a school shows a total of 11 periods per day. On Monday, teacher Xteaches until period
9. A value of '4' entered under 'Daily Fr. Break' means that Untis will attempt to keep periods 1 and 2 on
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Tuesday free for teacher , i.e. a total a total of 4 free periods.

Teacher optimisation code
The teacher optimisation code is important when optimisation is performed using variable teacher
assignment.

Permissible entries are either numbers 1 to 9 or letters A-Z.

Entering a number means that during optimisation with variable teacher assignment, the relevant
teacher's lessons can only be exchanged with those of another teacher who shares the same
optimisation code.

On the other hand, entering a letter results in lessons only being exchanged with teachers with a
different (or no) optimisation code.

Max. dwell time
Certain school systems have a maximum dwell time for teachers per day. This dwell time includes
scheduled periods, as well as NTPs and lunch breaks. Use this field to define the dwell time.

Current timetable
All NTPs of the teacher are shown here regarding the current timetable.

Codes

(H) Sched. a.m./p.m. not both

Schedule half days only. This function ensures that lessons cannot be scheduled in the morming AND in
the afternoon of the same day.

(Y) Keep curr. loading pattern

Activate this option if you want to block the allocation of a teacher before the first and after the last
periods already scheduled for the half-day. This means that a subsequent optimisation run ignores the
teacher for the periods outside the given range. You will find an example of how to use this field correctly
in chapter Master data properties / Classes .

(R) Not in 1st AND last period

You can use this code to awid a teacher being scheduled in the first and last periods of a day
(Scheduling | Weighting | Time Requests | Time requests for teachers).

Very important
The input block ‘Very important’ allows you to specify different timetabling priorities for each individual
teacher.

No NTPs (A)

Activate this option to instruct the software to awoid scheduling NTPs for the teacher.

Lunch break (B)

Check this box if you want Untis to pay particular attention to lunch break compliance when creating the
timetable.

Max. periods/day (C)
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Activating this option ensures a high level of compliance with the specifications entered under 'Periods
per day min,max’.

Max. consec. prds. (D)
Activating this option ensures a high level of compliance with the specifications entered under 'Max.
consec. periods/half day".

Note: Do not set for all teachers
Please set codes A-D for individual teachers. If great importance is attached e.g. to awiding non-
teaching periods for all teachers you can achieve this via weighting.

Subjects

The entry of subjects is similar to entering other master data described above. Any subject can be
attributedadditional scheduling parameters like Main subject or Fringe period .

Subjects' tab
Timetable' tab

Codes

'Subjects’ tab

Subject group

Subject groups are master data and can be created under <Subjects> | Subject groups. At the
qualification of teachers you can enter the subject group of the subject as an alternative to the subject.
This field is therefore only relevant if you use the module Lesson planning and Value calculation .

Alias name

For certain purposes (data export) it may be desirable to use standardised designations instead of the
usual names. Alias names can be entered either at the respective element or on the 'Data' tab under
'Miscellaneous data | Alias names.

4 General Subject Timetable Values Subst,

' w  Subject Group I:I Aliaz name

| [M] Main subject » | Department

[F] Fringe period [2] Mare than once a day
(0] Optional subject [G] Mat a fringe period

Double periods
[D] Respect double periods [E] Double pers. span *breaks

[F] Mo break supervizion befaresafter
[5] Office hour
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4 General Subject Timetable Values Subst,

' w  Subject Group I:I Aliaz name
li

| [M] Main subject = | Department

[F) Fringe period [2] Mare than once a day
(] Optional subject [G] Mat a fringe period

Dauble periods
[D] Respect double perods [E] Double pers. span *breaks

[F] Mo break supervizion beforesafter
[S] Office hour

(M) Main subject
Check this box to categorise a subject as a main subject. For further details please refer to chapter'
User tips / Main subjects .

(F) Fringe period

Use this option to categorise a subject as a fringe period subject. The attribute ensures that lessons of
this subject are scheduled preferentially at the beginning or the end of a school day or half-day
(depending on the grid). For further details please refer to chapter ' User tips / Free periods and fringe
periods '

(O) Optional subject

This option allows you to categorise a subject as an optional (non-compulsory) subject. The attribute
ensures that lessons of this subject are scheduled preferentially at the beginning or the end of a school
day or half-day (depending on the grid). For further details please refer to chapter ' User tips / Free
periods and fringe periods '

(2) More than once a day

This option should only be used in special circumstances. [fit is active, the optimisation algorithm can
schedule the subject at entirely irregular intervals and even several times a day. Checking this box
deactivates the weighting settings for ' The same subject cannot be taught more than once on the same
day 'and ' Awoid errors with double periods .

(G) Not a fringe period
Selecting this option causes the software to schedule lessons of this subject by preference in the middle
of a half-day, awiding fringe periods.

(D) Respect double periods

Warning: Use with care

This option is only effective when used sparingly and thoughtfully since it imposes considerable
restrictions on the optimisation function, especially with regard to subjects with many double periods.
Activate this function only when a previous optimisation run was unable to achieve the desired outcome




Master Data 47

1.4.5.3

and you hawe already increased the relevant weighting parameter (' Awid_errors with double periods ') to
‘5",

¢ Please note that the correct treatment of double periods requires an appropriate input under option
'Double periods min.-max'.
e The use of the code (D) excludes the use of the codes (2) and (C)

(E) Double periods are allowed to span *-breaks

Breaks marked with an asterisk (*) must not be bridged by double periods and will therefore affect the
distribution of double periods. If this restriction is not desired for a particular subject, simply uncheck this
option.

(P) No break supervision before/after
This code is only relevant in combination with the module Break supenvision .

Some subjects like PE require some preparation and follow-up. This code ensures that a teacher
teaching this subject is not assigned a break supenvision before or after the lesson.

(S) Office hour

This code is only relevant in combination with WebUntis.
'Timetable' tab

You can make the following settings on the 'Timetable' tab .

4 General Subject Timetable Values Subst.

Iiv Subject raam [shart name]
Afternoon pers. Aweek min.-mas.
Periods week min.-max.

I:I Subj. Sequ. - Teachers

I:I Subj. Sequ. - Claszes

Subject room (short name)

This function allows you to specify the name of a dedicated subject room for a subject. This
subsequently makes task of Entering lessons easier. Please see the chapter Room logic under User
tips for further details.

Afternoon pers./week min.-max.
The minimum and maximum number of afternoon periods for this subject. Use this field to specify the
number of periods per week that the subject must (min.) or may (max.) be scheduled in the afternoon.

Periods/week min.-max.
Minimum and maximum number of weekly subject periods. This function is only relevant for use with the
Lesson planning module where you can enter the minimum and maximum number of periods the subject
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should be taught per week (if at all).

Subj. Sequ. - Teachers

The numbers 1-9 direct the software to generate teacher timetables where subjects with the same
number are scheduled in consecutive periods. The letters A-F prevent the software from scheduling
subjects in consecutive periods. Please also see chapter Subject sequence under User tips .

Subj. Sequ. - Classes

The numbers 1-9 direct the software to generate class timetables where subjects with the same number
are scheduled in consecutive periods. The letters A-F prevent the software from scheduling subjects in
consecutive periods. Please also see chapter Subject sequence under User tips.

Students

There is an additional master data element if you use the Students timetables module — students. If you
do not use the module, the menu item will be deactivated.

Note

In some school systems or at some class lewvels it is not the class that determines the lessons. Instead,
students can select the courses they wish to take depending on their preferences. This results in
students having their own individual timetables depending on the courses they choose. Untis provides
two modules to help you manage these scheduling tasks: Student timetables and Course scheduling .
The use of student timetables is useful when the majority of lessons take place for the class as a whole
and a smaller share (up to approx. 25 %) is selected individually. The course scheduling module is used
when no class exists in the traditional sense and students are (almost) fully free to choose their courses.

Departments

Additional master dataYou will find the following master data under menu item 'Master Data | Special
data':

Student groups

Student groups facilitate student assignment in WebUntis . They play no role in lesson scheduling.

Alias names

For some purposes it may be necessary to use different names than the names specified in master data
for elements. For example:

e Standardised official specialist designations for authorities

e Standardised names for interfaces to official databases

¢ Timetable printing

If you wish to use the aliases specified here in timetable printouts, you must check the box 'For the
timetable' and also set the appropriate code in the corresponding timetable view. Please refer to chapter
Alias under Timetable for more information.

Descriptions
Descriptions are master data elements in their own right with (short) name and full name. They are useful
when designations apply to several elements.

You can for example provide somewhat longer text in the full name of a description. It is then sufficient to
enter the (short) name of the description in other master data elements in order to choose between the
(short) name or full name of the corresponding description for printed reports and views.
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£

77 Descriptions / Description

& BB & @& 7

Matme  |Full name Type Stat. code(s)
Hb Head Teacher Teacher
Perm  Permanent Teacher | Teacher
Cont | Cortract Teacher Teacher

Sp Special Clazs Les=ons

Ex Yalurtary Exercize  |Leszonsz

Gl For Girls Only Lessons
Departments

You can assign each master data element to a department (in the case of teachers, to several
departments). This is only of further significance when used with the Department timetables module. If
you do not use this particular module, entering a department name is mainly for informational purposes
and can, for example, be printed out on timetables. However, some reports can be printed on a
departmental basis.

Corridors
Corridors must be specified for scheduling breaks (corridor supenvision). These functions require a
license for the Break supenisionmodule.

Lessons

Lessons

A lesson is the combination of the elements class , teacher , subject and room with a specific number of
periods and perhaps with additional parameters. A difference is made between planned and scheduled
lessons.

A planned lesson would be e.g. that teacher Callas should teach two periods of music to class 1ain
room R1a.

The scheduled lesson would also contain the position of the lesson in the timetable, e.g. the lesson
takes place on Mo-2 and Th-1.

Planned lessons
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The lesson window

Similar to all master data windows a lesson window always comprises three sections: the toolbar , the
grid view and the form view.

The function of the form and grid views is the same as with master data windows . The form view displays
one lesson at a time with all the attributes belonging to the lesson while the grid view displays a table of
all lessons. Each lesson is automatically assigned a lesson number (which you cannot alter) which the
application uses as an internal ID.

Note: Views
The lesson window is a view. This means that the information provided in chapter ' Master data views ' on
the basic use of windows ( Editing views and Managing views ) also applies to lesson windows.

You can open the standard views for lessons sorted by class or by teacher via the menus items 'Classes
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| Lessons' and 'Teachers | Lessons'.

ok = r =
<7 Class 2a (Hugao) / Class

a | B TSL ERFGR-EEOL B8

“ | L-Mo,

R

L-Ma. [+ ClLTe. UnSched Prds  Per  YrsPrdzs  Teacher Subject |Class(es) Subject room  Home room | Double pers, | Block
11 4.1 2 Hugao 1a,1b 2a 2b Ria
G 37 1 Callas CH 2a,2h 3a R2a
75 2,2 3 Ruk 2h2a =H1 R2h
&1 2,2 2 Curie 2h2a A Fon 1.1
94 2,1 1 Mewy 2a2h F2a
15 2 Hugo 2a R2a
35 1 Callas tlll 2a
41 2 Callas AR 2a m
45 2 Mobel 2
29 L) Cer DE 2a Rz2a
0] 4 Cer EM 2a R2a
] 2 Cer =] 2a F2a
a0 4 Mew  MA 2a R2a
a5 2 Mesy FH 2a PL R2a
4 Lesson Timetable Code(s) Values Coupling Line [
Periodz/week I:l Aliaz hame I:l Subject Group
I:l Years periods I + | Description I:l Students M.
IH Hgo | ¥ | Teacher I ¥ | Subject room
GEc |+ | Subject Fla |+ | Home oom
|1a, 1B« | Class(es) I:I Statistical code Students mir.
I:I Department I:I Les. graups Students ma,
l:l Diiwizion Mo. I:I Students in Crz
| | Student group
| | Text
| | Lire best
| | Line text-2

Class

Warning: Coupled lessons

In the case of coupled_lessons (lessons taking place simultaneously) you will see a + in the Cl,Te

column. Clicking on this will display all the coupling rows of the lesson concerned.
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Entering lessons

Lessons can be entered in the form view or in grid view . Since there are different types of lessons they
will be described here separately.

A coupling consists of lessons that have several elements of the same type and that must take place at
the same time. In the case of a class coupling, several classes or parts of a class are taught by one
teacher, and in the case of a teacher coupling several teachers teach one or more classes at the same
time.

¢ Simple lessons
e Double period - block

¢ Couplings

Note: 'Cl,Te' field
The value in the CI, Te field indicates how many classes and how many teachers are involved in this
lesson. A straightforward lesson involving one class and one lesson displays no value in this field.

L-Mao. (=€l Te. UnSc|Per  YrsPrds  Teacher |[Subject Classies) Subject room Home room | Double pers.  Block
39 2 Callas AR 1a Ria 1-1
11 4,1 2 Hugo  [Ea i 1a,1b,28,20 Ria
73 -12,2 3 Arist PEG 1a,1k SH2 R1a
Ruk FEB 1a,1k SH1 Rk

Simple lessons

Open a lessons window and click on the <New> button. This will create a new lesson with one period per
week. Alternatively, you can create a new lesson in the last row of the lesson view .

Simply enter all the elements involved for the lesson (class, teacher, subject, room) and if necessary
change the number of periods per week.
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Class 1a [Gawuss) / Class

1a

R - ORE S8 7

L-Ma. [+ Cl Te| UnSc Per Subject roa Hotme room | Dauk #

a7 By1| 1 1a Ria

73 2,2 1a,1b SH2 Fia

39 B _ o

" 41 == Class 1a [Gawuss) f Class

7 w23 I I REMNMR 8 F5HL F_-0FE a& 7

3 L-FMao. [+ Cl TeUnSc Per  %rsPrds Teacher| Subject | Class(es) Subject roo Haome room | Daouky

< a7 B3 3 Mews  |CH 1a Ria

v Lho, | |73 2,2 3 Arist  [FEG 1a,1b SH2 Ria
39 2 Callaz AR 1a F1a 11 o
L4 >
|E| L-Mo. I:"il |Class A

Class / teacher

Depending on whether you have called 'Lessons | Classes' or 'Lessons | Teachers', the active class or
the active teacher will be automatically entered for a new lesson.

Home room

If you have assigned a room to each class under 'Master Data | Classes', the room will be entered

automatically in the Home room field as soon as you enter the class. A teacher can also be assigned a
home room, in which case the home room will be entered automatically in the same way.

L. Classes / Class
P ~: PENRERY +58 @ @

Mame  Full name

1a
1h
2a
208

Clas=s 1a(Gauss)
Class 1b (Newton)

Ja Clasg -
3 Clas LMo CITe. UnSched Prds | Per YrsProz  Teacher Subject  Classies) | Subject room  Home room | Double pers.  Bloo &
4 |Clag |11 4,1 2 Hugo 3 Rila
31 5 Arist Rila
—1 || 73 2,2 &) Arist SH2 Rla
E 7 2,3 2 Ander W Ria 11 "
< >
E L-No. l:“ﬁl Class w

Subject room
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23.2

You can also assign rooms under 'Master Data | Subjects'. However, in this case it involves subject
rooms, for example a gymnasium for the subject PE and sport. When you enter a subject with a subject
room , the subject room will be displayed automatically in the corresponding field.

% Subjects / Subject

Mame | Full name
PH

PEG
PEB

P - o
(#,0 - Class 1a [Gauss) / Class

Phy=ics

e[ - PERATES LB ORS A2 PO JB-80
HI L-Ma. [+ ClTe. UrnSched Prds  Per  Y¥rsPrds Teacher Subject  Class(es) Subject room | Hotme room | Double pers. | Blocl &
oed | T2 2 Gauss |PH stermlli. FL Ria
va | |11 4,1 2 Hugo (B0 1a1h,2a,2b Ria
oal |7 ®23 2 ancer RN 1= WS Ria 1-1
o | lI72 2,2 3 arist  PEB | 1a1b SH2 Ria v

£ >

=

* | L-MNo. l:l = Class “

Note: Subject room + home room

A subject room and a home room can be entered for a lesson. In this case, optimisation will first try to
schedule the lesson in the subject room. If this is not possible, the lesson can be scheduled in the home
room. Please refer to chapter Room logic for further information.

Double period - block

Double period

Lessons will be scheduled in single periods unless specified otherwise. Enter double periods in the
column Double pers. , if they are desired or permitted. Use this field to specify the distribution of double
and single periods:

An entry of 1-1 indicates that the distribution spans from 1 to 1, i.e. the lesson should be scheduled in
exactly one double period.

L-Ma. [+l Te. UnSched Prds  Per  “rzPrds Teacher Subject  Clasz(es) Subject room | Home roor
11 4,1 2 Hugo 1aih2azb Rila

I{ Diouble pers.
1-1

An entry of 0-1 means that a 2-period lesson can be scheduled in a double period, but it is not an
absolute requirement (minimum 0, maximum 1 double period).

L-Mo., [+l Te. UnSched Prds  Per  “rzPrds Teacher Subject Classies) Subject room | Home roo

11 4,1 2 Hugo [0 1a,1k,28 2 Ria

Duble pers.
J-1
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2.3.3

An entry of 1-2 means that a 4-period lesson can also be scheduled in one double period or two double
periods. The timetable algorithm should decide which variant is better suited regarding the overall
timetable perspective.

L-Mao. =+l Te. UnSched Prds  |Per YrsPrds Teacher Sukject Classies) Subject room  Home rooml® Doukle pers. lock
11 4.1 4 Hugo 1a1b2a 2k Rla 1-2

Tip: Double period requirement
If it is possible to allow variability in scheduling double periods (e.g. with the 0-1 or 1-2 options), please
allow the algorithm to work with these freedoms since this can lead to a significantly better overall result.

Block

More than 2 periods scheduled consecutively are called a block of periods.

If you wish, for example, to schedule 3 periods consecutively, enter '3' in the column 'Block’.

L-mo,  (+CI Te, UnSched Prds  Per  %rsPrds Teacher Subject  Class(es) Subject room  Home room | Doukle pergl TBlock
1 4,1 &, 1 3 Hugo (S0 18,1b,25,2b Ria 3

If you wish to schedule a 6-period lesson in two blocks of 3, simply enter '3.3'.

L-Mo. [+ C1Te., UnSched Prds  Per  %rsPrds Teacher Subject Classies) Subject room  |Home room | Double pergl® 'Block
11 4,1 B 4 ) Hugo (B2 1a,1b,28,20 Ria 33

Coupled lessons

In Untis terminology, coupled lessons (or couplings) are those in which more than one teacher and/or
more than one class participate in the lessons and the lessons in the coupling are held at the same
time.

Warning: General rule for entering coupled lessons
Several classes are entered together separated by commas but when there are seweral teachers each
one must be entered in a separate coupling row.

Coupled lessons (several classes)

Teacher Rubens is to teach cookery to classes 1a and 1b for two periods in the home economics room.
Per Teacher Subject Class(es) Room
2 Rub CK 1a,1b HE1

Proceed as in the example of the simple lesson, but enter both classes 1a and 1b in the field 'Class(es)'
separated by a comma. In this case the room will not be entered automatically because there is no room
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assigned to the subject cookery. For this reason, enter it in the 'Subject room' column .

# Class 1a (Gauss) / Class

UnSched Prds  Per  YrsPrds  Teacher Subject |Classies) Subject room  Home room | Double pers. | Block
1a,1b HE1

Now switch to class 1b. You will see that the lesson is automatically displayed for this class.
Coupled lessons (several classes and teachers)
We will now plan 4 periods of English in different sets for the students of the second year. This means

that students in classes 2a and 2b will be taught in three sets by three teachers (Cer, Ander, Callas) in
three different rooms.

Per Teacher Subject Class(es) Room

4 Cer EN 2a,2b R2a

4 Ander EN 2a,2b R2b

4 Callas EN 2a,2b PS1

1. Switch the lessons window to class 2a.

2. Enter '4'in the 'Per' column and confirm this by pressing the <TAB> key.

3. Enter the (short) name 'Cer' and confirm again with <TAB>. It does not matter which of the three

teachers you begin with.

Enter 'EN' for subject.

4
5. Now enter classes 2a and 2b in the 'Class(es)' column separated by a comma.
6. Class 2a's home room — R2a — will be entered automatically.

7

Move the mouse to the column 'Cl,Te' in the lesson you hawe just entered and click on '+'. Enter the
name of the next teacher ,'Ander', and again classes 2a and 2b in the empty row shaded grey.

UnSched Prds  Per | YraPrds Teacher Subject |Classies) Subject room | Home room | Double pers. | Block

53 ) 2, 4 4 Cer DE 28,2k R2a
a0 4 ey AL 25 R2a
+ CI Te. UnSched Prids  Per | YrsPrds Teacher Subject  Class(es) Subject room | Home room  Double pers.  Bloc
=21 B, 4 4 Cer DE 7a2h R2a
4 ey B2 2a F2a

8. Now change the room from R2a to room R2b since teacher Cervantes will be teaching his group in
room R2a .

9. Make the same entries for teacher Callas in the third coupling row, making sure to enter a different
room.
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234

"- Class 2a [Hugo} / Class

i -Nn + ClTe. UnSched Prds | Per (YrsPrds | Teacher | Subject | Class(es) Subject room |Homeroom  Double pers. |Block
=23 B 4 Cer DE 2a2b

Ander DE 2a,2b
Callas DE 2a,2b

Huge [E=90 1a.1b2a,2b

Callas CH 2a,2b3a

The '+' sign will now be permanently displayed in the 'Cl, Te' column. Clicking on this sign will display all
the information on the lesson. You can decide whether you wish to view only the first row of the lesson or
whether all coupling rows should be displayed.

Tip: Showing all coupling rows
Clicking on <+> in the column heading of 'Cl, Te' will show or hide all coupling rows in one operation. If
you want to use a key combination, press <CTRL>+ <SHIFT>+R.

You can find further information on using coupled lessons in chapters Coupling lessons and Decoupling

lessons .

Several rooms

It sometimes happens that for one lesson (or one coupling row), two or more rooms are needed.
you can enter the rooms in one field and separate them by a comma - similar to the classes.

The example below shows that for the music lesson with Maestra Callas the room MZ, as well as the
room R2a is needed.

L-No. [+ Gl Te. UnSched Prds | Per ¥rsPrds Teacher Subject Class(es ' bjectroo domeroom | Double pers. | Block
95 &, 2 2 Callas | MU 2a R,R2a

Coupling lessons

Coupling using drag&drop

If you wish to couple two existing lessons, mark one of the lessons in the column 'Cl, Te' with the right
mouse-button and drag it over to the lesson with which you wish to link it. When you release the dragged
lesson, both lessons will be coupled.
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235

Warning X
71 Class 3a [Aristotle} / Class Do you want to couple these lessons?
[ ~ I WENR 8T EF ¥ - €eacn
L No. |+ Cl,Te. | UnSched Prds | Per | YrsPrds | Teacher | Subject |Cig 06- Fub. HI
6 37 1 Callas i = 0 x
“ 22 2 Cellas Don't show this message again. F-0FEE 2 FEL FR-8D -
:g z'z 2 :::ter Yes o her Subject Classies) Subjectroom Homeroom Doublepers. Block
. Is |GH 2a2b3a R2a
g & Cales 3 2.2 2 Callas  |AR 3a,30 R3a 141
¥ = 2 Causs 76 2,2 3 Arist sH2 R3a
g 2 New B 79 2,2 2 ander [0 g ws R3a 141
15 2 Augo 3a 1 4 Gauss - Ja R3a
2 ¢ Ander 1EE {5 3 1,2 2 Gauss 3a R3a 01
b ! Ander 3 9 E New |PH  3a PL R3a
s DrOp 2 Nobel da 15 2 Huge [l 3a R3a
58 2 Ruo S da 2 4 Ander |DE  |3a R3a
i Drag 2 z: BI- ;: 29 1 Ander 3 ws R3a
Toe [

Decoupling coupled lessons is just as simple. Drag the coupling row that you wish to decouple out of the
coupling by using the mouse in the 'Cl,Te' column and drop it. The lessons are now decoupled.

Coupling via the toolbar

If you wish to couple two existing lessons, mark one of the lessons concerned and click on the <Create
couplings> button in the toolbar. A dialogue window will be displayed already containing the marked
lesson. There are three ways to add additional lessons:

¢ Double click on the lesson you wish to add in the lessons window.
e Mark the new lesson in the lessons window and then click on <Add>.
e Enter the lesson number and then click on <Add>.

Create Couplings, X

72| Class 3a (Aristotle) / Class

= as

Callas
Arist
Ander

S Callas  CH 23,2038
Mew s 22 2 Callas |[AR  |3a3b R3a -1 v

2
3
2
4 Gauss
2
2
z

z : - G e —

Decoupling lessons

The previous chapter described how you can decouple lessons using drag&drop.

Decoupling via button
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This function allows you to convert individual coupling rows in a coupled lesson into lessons in their own
right (with their own lesson numbers).

Mark a lesson coupling and click on the button <Extended decoupling>. A window will be displayed
where you can select which coupling rows should be removed from the coupled lesson.

® 7 Split Up Couplings e X
Old lesson  L-No - 6, Per: 1 New lessons

Teacher Subject Class Teacher Subject Class
Callas CH 2a2b
Rub EM 2a.2b.%
Hugo EN 2a.2b. @
Mobel DE 2a2b
= B 2a.2b: B Split Up Couplings X
- = = i e
32 - . g % F 5 P “&q‘ -8 @ = Old lesson  L-No.: 6, Per: 1 New lessons
Teacher Subject Class
“No. '# CI.Te. 'UnSched Prds ' Per |YrsPrds Teachel eerCI ey [ [eacher SLLEE Ll J
Callas CH Za2b? Rub EN 2a.2b.3a
6 |=35 1 Callas | CH 2a,2b3a _ = = e
Rub  |EN 2a.2b3a ol 2E 2a.2b.: =
% -
Hugo EN 2a.2b3a 5 I 2a2h:
Hobel DE 2a2b3a
21 DE 22,203
ass 3a {Aristo . A 410 o
5 01,2 | 2] L B EEER ; PIEE s EIEE rre R
Hobel |3 3
obe - 2 ~No. + ClTe. UnSched Prds Per YrsPrds Teacher Subject Class(es) Subjectroom Homeroom Doublepers. Block
6 B33 1 Callas  |CH 2a.2b3a R2a
& zz 2 Cé"“ i 225 Mobel | DE 2a.2b3a Ps2
76 22 3 arist  [BEEN 3230 5 0= o
7 2,2 2 Ander 32,30
! 4 Gauss m-aa 8 itz e R TR3a i 1
3 1,2 2 Gauss et 3a
Mobel RE 3a R3a
9 2 New PH 3a =1
i 2 Hugo  [EEN 3 43 2,2 2 Callas | AR 3a3b R3a 141
= 76 2,2 3 arst  [PEEN 3330 [5H2 R3a
¥ | L-No. m =
s ] 79 2,2 2 Ander 3adb WS R3a 1-1
1 4 Gauss  |[MA 3a R3a v

Warning: Split up all
Clicking on the <Split up all> button breaks up all class couplings. This can hawe a drastic impact on
teaching load distribution.

If you only wish to split up a coupled lesson into all coupling rows but wish to retain the class couplings,
mark all the rows concerned in the left section and click on the double-headed arrow in the centre of the
window.

2.3.6 Entering lessons using drag&drop

You can also use the Element-Rollup function to enter lessons using drag&drop. You can access the
Element-Rollup function under 'Start | Element-Rollup’ or via 'Data | Element-Rollup'.
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Classes Teachers ClBSS x
. 'D'l.re < Mame | Full name
T

e 1a Clazs 1a [Gauss)
— 1h Clazs 1b [Mewtan]

E 2a Clazz 2a [Huga)

1 Zb Clazs 2b [Andersen]
H-I da Clazs 3a [Anstatle]
1 @ Class 3b [Callas]

E 4 Clazs 4 [Mobel]

story-mode

18/2019

ad i

iz | Element-Rollup
s

In the EIement-Ronindow you can choose between master data types and drag one or several
elements into the lessons window.

Note: Several elements

lessons window together.

You can hold the <CTRL> key pressed and highlight several elements, which you can then drag into the

i I — " -
7= Class 1a (Gauss) / Class

If you drag several classes into the lessons window, they will all be entered into one coupling row .
However, if you drag several teachers into an existing lesson, a separate coupling row will be created for

each teacher.

o - FENRATSES J % QRN A £ P - o

L-fa.  + ClLTe. UnSched Prds  Per  YrsPrds  Teacher Subject  Classies) Subject room | Hotne room - Dol Class *
11 4,1 2 Hugo  [E3900 15,1b,22,2 Ria S = Marne: | Full name:

7 23 2 ander  EERN = WS R1a 14 | o Y

73 2,2 3 arist  [PEE 18,1k SHZ R1a g la  |Class 1a[Gauss)
3 5 At MA  1a Ra  Drad— =47 1b | Class 1b [Mewtan)
33 5 At BN 1a R1a ~ /ﬂ’ Za | Class 2a [Huga)
35 2 Callaz MU 1a Ria = 2b Class 2b [Anderse
39 2 Callaz | AR 1a Rla 141 il 3a Class 3a [Aristatle]
45 2 Mokel 1a | |36 |Clasz3b(Callay)
53 2 5 Rubs DE 12 Dro p E_ 4 Class 4 (Mabel)

63 2 Cer B 1a Q

95 3,1 ) 1 1 7 1a,1b,28 Ria — < 5
lz‘ L-No. :llil |Class V|
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2.3.7

Y Class 1a (Gauss) / Class

fo . BEMR ATL, - QEE A8 S I B- =2
L-Ma. [+ ClTe. UnSched Prds  Per | YrsPrds | Teacher |Subject  Classies) Subject room  Home room | Doubl TeaCher *
11 4.1 2 Hugo m 1a,1b,2a,2b Ria < Mame | Sumame | Test
T 2,3 2 Ancer ] 1a WS Ria J ) B — bt
73 2,2 3 et JBEG 1a.1b SHz Ria 28 Gauss | Gauss
kil 5 Arist - 1a Ria — Mew  Mewton
3 5 At BN |1a Ria H Hugo | Hugo
35 2 Callaz MU 1a Ria (o Ander | Andersen
39 2 Callaz AR 1a Ria 14 E Anst | Aristotle
46 2 Mobel Callaz | Callas
53 B\ 2 5 Ruh Mobel | Nobel
63 2 Cer Rub Rubenz
9% @33 1 1 Mewe Cer | Cervartes

Callas Cuie | Curie maternal leave starts o

Rub
>

lz‘ L-Mo. Iil Class V|

Note: Double-click
You can use a double click in the element window instead of the drag&drop method.

Clipboard

You can copy selected (highlighted) lessons to the clipboard. These functions can be accessed under
menu item 'Edit’, or you can use the following shortcuts:

CTRL + X= Cut
CTRL + C = Copy
CTRL + V = Paste

itilser 2018 - demo

&l Formats =

- - - - ﬂ- Depu d

Program-internal use

The clipboard function allows you to copy one or more lessons of one class to another or from one term>
to another (with the Multiple term module).

If you wish for example to copy all lessons from class 1a to class 1b

highlight all lessons or press Ctrl + A
click on 'Copy' on the 'Data' tab,
switch to class 1b,

click on 'Paste' on the 'Data’ tab.
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Note:
When you paste the lessons to class 1b, its home room will be imported.

Warning: Editing mode
If you are in a field in the editing mode, then only the entry of this field is copied and not the whole lesson
row. You can exit the editing mode by pressing the Escape key.

Paste special

Tip: Copying timetables
The 'Paste special' functions allow you to copy timetables.

In addition to the usual paste function, the 'Edit' menu also provides the 'Paste special' function. Besides
inserting lessons, this function also inserts the timetable of the copied lessons, i.e. the timetable of the
source class is also copied.

Copying data to external programmes

You can also use the clipboard to export lessons (or other data) to external programs such as
spreadsheets or word processors.

Many views also offer the <Print in Excel> option allowing you to export directly to a spreadsheet.
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24

241

Einfigen Seitenlayout Formeln

Data Scheduli alls Jﬁnusschneiden P e A‘

B Kopieren =

S Einffgen ¥ Format dbertragen kK u-
ISH1 [ E 'E D g i }: Zwischenablage Pl Schriftart

Mame | Full name Altern.room | Rm. Weight

SH1 Sports Hall 1 SH2 4 Al M £

SH2  Sports Hall 2 SHA1 4 A B . r . D ,

PL Physics lab. 3 1 I

:rﬁ _Wmmn i 2 !W.Full name  Altern. room Rm. Weight

HE1 | HomeEcon. room R 3 _SHl Sports Hall 1 SH2 4

Ria  Class Room1a R1b 2 4 |SH2 Sment=talls B L

R1b  Class Roamib R2a 2 Rl PL Physics lab. 3

R2a Class Room2a R2b 2 G_WS WorkEhop 3

RZb | Class Room2h R3a 3 7 (TwW Textiles workshop 4

R3a | Clazs Room3a Ria 2 8_HE1 Home Econ. room 4

Ps1  PseudoRoom 1(3b) |Ria 2 9 |Rla Class Room 1R1b 2

Ps2 | PseudoRoom2(4) |R2a 2 10 [R1b Class Room 1R2a 2
11 |R2a Class Room ZR2b 2
12 |R2b Class Room ZR3a 2

- Room o 13 |R3a Class Room ZR1a 2

14 |Ps1 Pseudo Roor Rla 2
15 [Ps2 Pseudo Roor R2a 2
16

Lesson properties

You can specify many additional properties for lessons apart from the basic data. With the exception of
time requests you can enter this data either in the grid view or in the form view. You will find all the tabs
described below in the form view .

Time requests
'Lessons' tab

Timetable' tab

'‘Codes 1'tab

'‘Codes 2' tab

"Values' and 'Coupling lines' tabs

Time requests of lessons

You can choose between three different ways of displaying time requests:

Time requests of lessons

Each individual lesson can be assigned a special time request. The general time request function is

described in chapter Time requests in the User tips section. Howewer, a time request for a lesson cannot
be given the value +3. In this case, you should schedule the lesson manually and lock it.
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Time requests for all elements

Lessons inherit the time requests of the master data involved . For example, if Victor Hugo's free day is
Tuesday, no lesson can take place on a Tuesday if Hugo is involved.

The ‘Time requests for all elements’ option displays the time requests for all elements involved in this
lesson in the centre of the window. You can click on a day of the week in this section and the lower
section will indicate exactly which of the elements inwlved is responsible for the time request. You
change to the

time request window of the respective element via the <Time request> button in the Time requests |
Lessons' window

" Class 1b (Newton) / Class
[1b I HENR LT & F & -

L-Mao. =+ Gl Te. UnSched Prds Per | YrsPrds | Teacher | Subject

-

Block |~

Subject room  |Home room | Double pers.

11 4,1 2 1a,1b,2a 2k Ria
7 2,3 2

73 2,2 3

78 2,1 1 Ande

— @faigs B a-ei e o =, .

IE‘ L-he. |:“i| n o Lesson:

(1 Time requests of the leszon

(#1 Time requests of all elements

(1 Time requests without rooms

1 2 3 4 & B 7 8 Da ampm

onday 3 +3 +3 43 --
]
Wwiednesday +3 43 +3 43

Thursday +3 43 +3 4]
Friday +3 43 43 +
Saturday

Direct link to the time
request of the respective
element.

Claszlesz]

Subjects
Rooms

Lessons I

Time requests without rooms

Since room allocationcan still be changed during optimisation, time requests for rooms are not as
stringent as those for other elements. For this reason they can be hidden using the lower option.
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24.2 'Lessons'tab

You can specify the following settings on the 'Lessons' tab:

4 Lessan Timetable Code(s) Values Coupling Line [+

PeriodsAweek I:I &liaz name I:I Subject Group
I:I Years periods liv Dezcription |:| Students .
Hugo |« | Teacher A Subject raom I:I Studsnts F.

HI > | Subject RZ2a |+ | Home room IEI Total
lﬁ Classles) I:I Statiztical code Students min.

I:I Department I:I Lez. groups Students max.
|| Division Mo, || studentsintis

| | Student group

| | Text

| | Lire: text

| | Lire: text-2

Periods/week / Years periods, Teacher, Subject, Class(es), Room
The master data involved in the lesson together with the number of periods are the essential lesson
parameters. Entering data was dealt with in chapter Entering lessons .

Division number

The division number is required to ensure that the number of periods for a class are calculated correctly
for divisions. A division occurs when for example English is taught in 2 groups but the lessons are not
coupled, i.e. do not take place simultaneously. There are then two lesson rows each with 4 periods, but
only 4 hours count towards the total number of class periods.

If both lesson rows (numbers) are assigned the same division number (permitted range of values: 0 to
255) the value units will be calculated as described above. A lesson with a division number of 0 will not
count towards the total number of periods for the class.

You can assign the same division number for more than 2 lesson rows of the class. The largest number
of periods cowvered by the division number will then count towards the class total.

Student group
An entry in the field student group is very important if you use WebUntis with divided lessons. Please
refer to the WebUntis manual for detailed information.

Alias name
You can assign an alias to lessons in the same way as for master data elements. Please refer to
chapter Master data — Class tab for a description of this function .
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Room
This is where you can enter the desired (subject) room for the lesson. If a subject room has been defined
for a subject, it will be automatically used when the lesson is created.

Home room
If data is being entered in the view 'Classes | Lessons', the class' home room will be displayed here; if
data is being entered in the view Teachers | Lessons', the teacher's home room will be displayed here.

Statistical code
Used in the same way as with master data. You can assign any number of statistical codes to each
lesson. These codes are very useful when you wish to filter according to specific criteria.

Les. groups
You can enter the lesson group here if you use the Multi-week timetable module. Please refer to chapter
Lesson groups in section Multi-week timetable .

Subject group

If the lesson subject is assigned to a subject group, it will be displayed here. The use of subject groups
is primarily of interest in connection with teacher qualifications and the lesson table (with module
Lesson planning ).

Students M./Students F./Total

This is where you can enter the number of students (male and female) participating in the current lesson.
The total of all entries is displayed in the total field. These entries have an influence on room allocation
during optimisation and room optimisation .

Text

This field allows you to assign a text of your choice to each lesson. This text is also displayed in the
'Special text' column of the timetable details window and can also be displayed in the timetable window
itself .

L-Ma, [+ ClTe. UnSched Prds  |Per  YrsPrds Teacher Subject  Classies) Text Double pers.

45 2 Callas AR 4 Tinker  1-1
6 _AR
7 Tinker
8 PH
1
L-Mo. | Tea. Subj. Em. Cla. | Time Schoo
45 | Callas, AR, R2aPsdy 4 2-41

Line text/Line text -2
You can use these fields to assign text to the individual coupling rowsof a lesson.
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2.4.3 'Timetable' tab

You can specify the following settings on the Timetable' tab:

4 Lesson Timetable Code(s) Values Coupling Line [

. . Date range
Double periods min.-max.

I:I Perinds in this subject room

- I
I:I Block zize [no. conzec. perz.]
I:I Scheduling pricrity I:I Subj. Sequ. - Classes

I:I Teacher optimization code I:I Subj. Sequ. - Teachers

Clazz Clash Cod
0 Unzcheduled perinds I:I A lasn Lote

Cluzters:

Double periods min.-max.
Entering double periods and blocks was already dealt with in chapter Double period - block .

Periods in this subject room

If a subject room is defined for a lesson, the optimisation routine will attempt to schedule all periods of
the lesson in this room. This is sometimes not desired when there is a shortage of rooms or when rooms
are overbooked. If for example only two of three physics lessons are to be held in the physics lab, then
enter a '2' here. As a rule, no entry is required in this field.

Scheduling priorityThis field has been created for compatibility reasons only. Please do not enter
anything in here.

Teacher optimisation code
With the teacher optimisation code, the Lesson planning module offers the possibility of influencing
Teacher assignment during optimisation. You will find details in chapter Teacher optimisation under

Optimisation’ .

Unscheduled periods
This value indicates how many periods of the current lesson have not yet been scheduled in the
timetable.

Time range
The Multi-week timetable module allows you to set time restrictions for lessons.

Subject sequence - Classes/Subject Sequence - Teachers
As with master data, there is also the field 'subject sequence' for lessons. Permitted entries are 1 - 9 for
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a positive subject sequence and A - E for a negative subject sequence. Please also see chapter' Subject
sequence' in the' User tips' section.

Class Clash Code (Class Clash Code, CCC)

This code allows Untis to schedule two lessons at the same time even when the same class is involved
in both lessons. Enter values 1 - 9 where a conflict is permissible between lessons with the same CCC,
and A - H where a conflict is permissible between lessons with different non-numeric CCCs. Please also
see chapter 'Subject sequence' in the' User tips'section.

'Codes' tab part 1

244

There is a large number of codes available with which you can define lessons more precisely.

4 Lesson Timetable Code(s) Values Coupling Line [

[] Locked

[i] lgnored

[m] b arked

[E] Double pers. span “-breaks
[0] Optional subject

[G] Mo fringe penod placement
(K] Mo altern. room to be used

[k] E=ernpt from data-analyzis

[r] &ll prds. in the same room

Teacher allocation locked

Time reguests

[B] Lock conditionally

[[] Respect double periods
[C] Mo zingle periods

[R] Place in a fringe penod
[5] Schedule class group later
[2] Subject mare than oncedday
[\] % ariable teacher

[L] Mot in legend

[U] p.m. only double periods
[k] 5 chedule manually
Subszt.: Automatic supervizion

[] Abwayz at the zame time

(X) Locked, (i) Ignore, (m) Marked

The way these codes work was already explained in chapter Input fields for master data .

In lesson views, ignored lessons are marked with the letter (i) next to the lesson number.

L-Mo. 1+ CITe. UnSched Prds  Per |“%rsPrds |Teacher |Subject  Clazsies)
33 5 Arist EM 1a
35 2 Callas hALI 1a
38 2 Callas AR 1a
45 _ 2 Mobel 1a
53 €, 2 5 Rub DE 1a

(E) Double pers. span *-breaks
Double periods and blocks are not allowed to span breaks, which are marked in the timetable with a ™'.
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245

Use the (E) code to deactivate this restriction for specific lessons.

(O) Optional subject
Lessons for which this code is activated are treated during optimisation as if an optional subject were
involved. For further details, please refer to chapter User tips — Optional subjects and fringe periods .

(G) No fringe period placement
Activate this code if a particular lesson should not be scheduled in a fringe period. For further details,
please see chapter' User tips — Optional subjects and fringe periods' .

(K) No altern. room to be used
Lessons marked (K) may only be scheduled in the designated room. Scheduling in alternative rooms is
not allowed.

(k) Exempt from data analysis
Use this code to exclude a lesson from the automated data analysis function of the diagnosis tool.

Warning:
Activate this function only when you have made sure that the lesson in question will not obstruct the
optimisation tool.

(r) All prds. in the same room

All periods of a lesson marked with this code will take place in the same room. This code has a major
influence on room optimisation. A lesson marked with the (r ) code can even displace a class from its
own home room. Please read chapter ' User tips — Room logic' for further details before attempting to use
this function.

Teacher allocation locked

The teacher assigned to teach a class can be locked separately for each coupling line to ensure that the
placement cannot be changed by the automated teacher allocation function (only possible with the
'Lesson planning and value calculation' module) (please see also chapter ' Optimisation' ).

Time requests
This box will be automatically checked if time requestshave been entered for this lesson.

'Codes' tab part 2

Below is a description of the codes in the second column.




70

4 Lesson Timetable Code(s) Values Coupling Line [
[] Locked [B] Lock conditionally
(il lgnored [[] Rezpect double periods
[m] Marked [C] Mo single periods
[E] Double pers. span *breaks [F] Flace in a fringe period
[O] Optional zubject [S] Schedule clasz group later
[G] Mo finge penod placement [2] Subject maore than oncedday
[K] Mo altern. roam to be uzed '] % anable teacher
[k] E=ernpt from data-analysis [L] Mot in legend
[r1 Al prdz. in the zame roam (U] p.r. only double periods

Teacher allocation locked [t] 5 chedule manually

Time requests Subst: Autornatic supervision

[] Always at the zame time

(B) Lock conditionally

Lessons marked with this code are treated as locked lessons during the first part of the optimisation run
(placement run). During the subsequent optimisation run (swap run), however, the temporary locking
function is automatically deactivated (please see also chapter' Optimisation' )

(D) Respect double periods

Activate this function for a lesson (or a subject) if you wish the optimisation tool to adhere strictly to the
number of permitted (desired) double periods . This also applies when double periods have been
excluded for a lesson ('0-0' in the field 'Double periods min.-max."). The function is particularly useful
when the optimisation errors 'Double per. split up', 'Unrequ. double pers. ' and 'Subject twice a day' are to
be awided at all costs.

Warning: Use carefully

Please use this code sparingly (if in doubt, please do not use it at all), since it places severe restrictions
on optimisation — especially for subjects with a large number of periods. If necessary, increase the
corresponding weighting parameters ( Awoid errors with double period ) to 5 before using it.

¢ Please also note that to ensure the correct treatment of double periods, data must be entered in the
'Double periods min.-max’ field.
¢ Setting the (D) code excludes the use of codes (2) and (C).

(C) No single periods

Setting the (C) code gives priority to scheduling the lesson in questions as block. Single periods will be
awided if at all possible.

e This code is only useful for lessons with more than 6 periods per week.

e Codes (2), (C) and (D) are mutually exclusive.

(R) Place in a fringe period
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2.4.6

Use this option to specify lessons that should be scheduled in fringe periods in the same way as fringe
lessons. The attribute ensures that lessons marked in this way are scheduled preferentially at the
beginning or the end of a school day or half-day (depending on the timetable). Please also refer to
chapter User tips / Fringe periods and optional subjects .

(S) Schedule class group later

You can change the scheduling priority for the lessons when using class groups . The code instructs
the optimisation tool to leave the scheduling of these lessons until after other classes of the same class
group have been scheduled.

¢ Use this code only when you are familiar with working with class groups.

(2) Subject more than once/day

The Untis optimisation algorithm assumes that a subject should only be scheduled once a day for any
one class (except block lessons and double periods ). You can use this flag to override this — highly
weighted — boundary condition. Untis will then be allowed to schedule the subject as it thinks fit.

¢ The options (2), (C) and (D) are mutually exclusive.

(V) Variable teacher

When this code is set Untis may replace the teacher(s) involved in the lesson with more suitable
teachers when bottlenecks are encountered during optimisation. Please refer to chapter Optimisation for
further details.

(L) Not in Legend

No legend will be printed for lessons where this code is set.

(U) p-.m. only double periods

This code ensures that the automated optimisation function will only schedule double periods (and no
single periods) in the afternoon. This code only makes sense when

¢ double periods are permitted for the lesson and

¢ the subject is marked as a subject that can take place in the afternoon.

(M) Schedule manually
Lessons marked (M) are ignored by the optimisation tool. These lessons must be scheduled manually.

Subst.: Automatic supervision

This option is only to be used with couplings. If one of the teachers is absent, Untis will automatically
replace him/her with another teacher of the coupling.

'Values' and 'Coupling line' tabs

'Values' tab

This tab will only be displayed with the module Lesson planning and value calculation . Please refer to
chapter Values under Value calculation for details on the fields.

‘Coupling line' tab

This tab contains fields that are only relevant for a coupling line, but not for the entire coupled lesson.
Most fields can be found on the 'Lessons' tab , as well and are described there.

The fields Teacher allocation locked' and (Teacher)' are described in chapter Automatic teacher
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24.7

2438

assignment during optimisation under Lesson planning.

All codes

This field, which can only be activated in the grid view via the <Grid Adjustment> button, offers an
excellent oveniew of the relevant timetable settings of a lesson. The 'Code' column clearly and
comprehensiwely displays all the codes set for a lesson. The code Z denotes lessons where a time
request has been entered.

- Time requests

[ 1]

Mo teach. allocation dunng optimization
- Allcodes

Walue calculation

L Class 1a (Gauss) / Class T arget periods/year

<l

By
|
1

' ETss FR- ORS Ao SO
L-Mo. '+ ClTe. UnSched Prds  Per  YrsPrds Teacher Subject Class(es) (3] Marked (m)1  (E) (3] (3] ~
11 41 2 Huge  [EE 1ab2820 | [ O O Ofm
7 2,3 2 Ander O O mk ¢
73 2,2 3 Azt Ij O O Ofm
31 5 Arist [l | O¥Es
33 5 Arist [l [l O o g
35 2 Callas O O O G
39 2 Callas | AR 1a O O O Ofe v
E‘ L-Mao. l:"il |Class” v|

Check the relevant box under <Settings> in this lessons window if you wish inherited codes, i.e. codes
entered for a master data element of these lessons, to be displayed in parentheses.

Settings X

One week
| Show inherited codes

Show total

Fant l Cancel

7= Class 1a (Gauss) / Class

= -1 MENR RS L F%- 0RE A 22 @ b {@P -
L-Mo. [+ ClTe. UnSched Prds  Per  YrsPrds Teacher Subject  Class(es) (3] Marked (m)1 (E) (3] () Codes ~
11 4.1 P Huge  [EE 1ab,2820 | [ O O gallmm

7 2,3 2 Ander 1a O O mkr T

73 2,2 3 Arist 1a,1b [l O O Ofmm

1 5 Arist 1a ] | Y F=20N |

33 5 Arist 1a O O O O Ofmn

35 2 Callaz MU 1a [ O [ G (T

39 2 Callas | AR 1a O O O Ofcm v
* | L-No. l:l 3 |Class” w

Locked lessons

The menu item 'Lessons | Locked lessons' allows you to open a window listing all locked lessons . It is
irrelevant if the lessons in question have been locked as individual periods , aslessonsor via
anotherelementorlesson group.
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2.5

ok

77 Lockedfignored lessons

& =

Locked (22%) | lanored (0%) |

L-Mo. | Teacher
B Callas
3 Arigh
78| Aub
VE | Arigh
43| Callaz
35 Callaz
2 LCallaz
39 Callaz

Subject

CH
FEG
FEEB
FEG
AR
ML
AR
AR

Clazz[es]
2a,2b.3a
1a.1b
2b.2a
3a.3b
Ja.3b

1a

1b

1a

Leszon Locked Teacher Locke: Room Locked | Subject Locked| Period Locked &

v

Callaz

Callas
Callaz
Callas

Callaz

SH1
SH1 v
SH1

ML

MU

You can remowve locked lessons from the window by clicking on the cell in question and then clicking on

the <Delete> button in the toolbar.

Note:

It is not enough to select the row in question — you must click on the cell in the row that causes it to be
locked. You can read more about locking in chapterLockingin theUser tipssection.

Toolbar functions

The general functions are explained in chapter Master data / Toolbar functions .

Element selection

General functions

Special functions

You will only find the following special functions in the lessons window:

Create coupling
Please refer to chapter Coupling lessons .

Extended decoupling

Please refer to chapter Decoupling lessons .

Teacher suggestion
Please refer to chapter Teacher suggestions under Lesson planning .

Calendar

You can use the Multi-week timetable module to specify time restrictions for master data elements and
lessons , and define lesson groups (time ranges). The school year calendar displays the selected lesson




in green for the period in which the lesson can be held.

L-Ma, [ +ClTe. UnSched Pras  Per  YrsPrds  Teacher  Subject | Class(es) Les. groups | LG-Distrib  From  To

3 5 arist [MA s s, [1 o310, 3008
11 4.1 2 Hugn GEc 1a,18,25 20 O
Mo Tu “We Th Fr Sa Su Mo Tu “We Th Fr Sa Su Mo Tu e Th Fr Sa Su Mo Tu we Th Fr 5a Su Mo Tu We Th Fr Sa Su Mo Tu
September 19 20 21| 22/23| 24| 25 26 27 28 29/30
October | 1) 2/ 3 4 5 6 7| 8 3 10 11 12 1314|115 16 17 18 19 20 21| 22| 23| 24 25 26 2728|239 30 &
L — 1 2 3 4| 5 & 7 8 9 1011|1213 14 15 16 17 18| 19 20 21 22| 23 24/25| 26 27 28 23 W
December 1 2| 3 4 5 & 7 & 9|10 11 12 13 14 15 16| 17 18/ 13 20 21 22/ 23| 24 25 26 27 28 23 30| 31
January 1 2/ 2 4 5 6|7 8 910 11 12 13| 14 15 16 17| 18 13[20|'21 22 23 24 25 6 27| 28 23 30| M
Februa 17273l & 8 & 7 8 a10|11 12 12 14/ 15 16 17| 18 19 20 21 22 23 24| 5| = 27 28
March 1723l 4 5 & 7 & a1o| 11 1213 14 15 161718 19 20 21 22 23 24| 25| 25| 27 28 29 W M
M3 1 2 3 5§ & 7| 8 9 10 11 12 131415 16 17 18 19 20 21| 22| 23| 24 25 26 27 28| 23 20
May 1 3 4 5| 5 7 2 310 1112|12 14 15 18 17 18 19| 20 21 22| 23| 24 25 26| 27 28 29 30 3
June 1 2| 3 4/ 5 & 7 s _9|10 11 12 13 14 1516| 17 18 13 20 21 2223| 24 25 2% 27 28 29 30

Lesson comparison
Please refer to chapter Lesson comparison under Lesson planning .

Convert lesson(s) into course(s)
Please refer to chapter Specifying courses under Course scheduling

Settings

You can select <Settings> to tailor the grid view of the lesson window to your requirements.

Settings *

One week,
.| Shaw inhernted codes

Shiow tatal
Faont Cancel

e One week - This check box is only activated if you use the Multi-week timetablemodule. Only those
lessons taking place in a specific week will be displayed.

rl

1% (Class 1a {Gauss) / Class 24.9.

fla [~: BENR RTL S £ R- OFE A& 0 @ B-8 >

L-Ma. [+ CTe. UnSched Prds  Per  YrsPrds Teacher Subject Class(es) Les. groups LG-Distrib (From  Ta | A
11 4,1 2 Hugo 550 1alb2a,2b ]
7 2,3 2 Ander |
73 2,2 3 izt |
3 5 izt [l
33 5 Brist ERl 1a ] w

~ | L-No. 11 | w Class* v




Lessons 75

e Show inherited codes - This option affects the codes field. Please refer to chapterDisplaying codes.

e Show total- Use this setting to display a row with totals below the header row in the grid
view. The value of individual fields will be totalled for numeric fields. <

One week

Shaw inherited codes

o | Show total

= Class 1a [Gauss) f Class

[~ BEMNR RTL&S - 0EE 4 #0 F 2P -

L-ko. |+ CLTe. UnSched Prds Walue = | Per YraPros Teacher Subject  Clazs(es)
| 2 23500 3000 0

11 4,1 0.500 2 Huge (B2 15,1k 28,20

7 2,3 2,000 2 Ander  [B9 12

73 2,2 1 500 3 Arist  PEG 1ab

3 5000 5 Arist MA 1a

33 5000 5 Arist BRI 1a

35 2,000 2 Callas MU 12

29 2,000 2 Callas | AR 1a

46 2.000 2 Nobed 1a

53 L 5000 5 Rub DE 1a

B3 2,000 2 Cer BI 12

ML N Class* v

Tip: Context menu
You can also display the totals row by right-clicking on the header row.

Printing

The print function in the lesson views works in exactly the same way as the print function in the master
data views .

The <Details> window under print selection offers additional settings that are only relevant for lessons.

1 Page/E lement
B alance [T arget-Actual]
Lezzong of the element

Fieductions

1 Page / Element
This option allows lessons of the various elements ( Teachers or classes ) to be printed on separate
pages.
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Balance (Target-Actual)
This option prints a balance row. This function is only possible in combination with the module Lesson
planning and value calculation .

Lessons of the element
In the case of coupled lessons , this option deactivates the printing of rows that are not relevant for the
active element.

11 Page/Element
] Balance [T arget-tctual)

[ Lessons of the elsment

Gauss Gauss
7/ .

PR 4 # [ Reductions
]
Testschool DEMO  Tmetstie 204 1 Page/Element
L-Mo. C1Te  UnSched Prds Per ¥rsPrds Teacher Subject Class(es) For demo and testonly  Walid fram Balance [T arget-Actual)
5] 37 1 Callas CH 22,2b,33 L f the el "
Gausz  MA 22,2k 33 eszons of the elemen
Ander  MA  2:2b3a Gauss Gauss _ .
Rus  EM  2s253a VA 2 4 # #t Reductions
Huge EMN 2a,2b,3a
MNobe DE 25-2‘:'-5‘3 L-Mo. ClTe.  UnSched Prds | Per YrsPrds Teacher Subject Class(es)
L Fict DE 2a2b 33 B 3.7 1 Gauss WA 2z,2b,33
i 23 2 Ander DS 1=z i 23 z Fauss DS 1b
Gauss DS b 1 4 Gauzs  MA 3a
Curie I‘« 12,16 B 1 2 el Gauzz  GA 3z
1 4 Gauss MA 3z Y 1,2 2 Gauss  GA b
<] 1.2 z Gaus=  GA 3z 3 2 Causs GA 4
Curie  Tx 3z B2 1.2 4 Gauzz _ MA <
4 1,2 z Gauss Ga 3b
. 5 g'-"iE LB b 17.000 (Actuzi+Red)- 0,000 Teresti= 17.000
Sauss  GA : - h
B2 1.2 4 Andar &, B
Gauzz  MA 2 Gruber & Petters Software

New  Newton

L-Mo. C1Te.  UnSched Prds  Per YrsPrds Teacher Subject Class{es)
a4 2, 1 Mew GA 23,2b

a0 4 Mew M& 2z
Reductions

The Reductions option only makes sense in combination with the module Lesson planning .

Period time requests
The print selection dialogue also allows you to print out period time requests ( Time requests ) for
individual lessons.
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2.7

2.71

Type of list
[ ata fields <
Period time requests
Mo Tu We Th Fr Sa
Name || 112|3]4]5]6|7]8] 1]2|3]|4|5]6[7|8l 112]3|4]|5[6/7[8]| 112|3]4]|5]6|7|8] 112|3[4[5]6{7|8] 1/2]3]|4|5
11 +|+|+ [+ -1- -1-1- +|+[-1-1]- +|+|+[+ +[+|+]+ +|+]|+|+
3[3[3[3 3|3 33|13 3[3]3[3]|3 3[3[3[3 3[3[3]3 313]3[3
7 |- |-
313[3
73 +|+|+ -1-1- -1-1-
2]2|2 2|2)12

Gruber & Petters Software

Lesson sequences

You can use the lesson sequence function, accessed via the 'Scheduling' tab to influence how lessons
are scheduled. There are four different types of lesson sequence:

File Timetables Course Scheduling Modules

e |zl = — 1 38 Classes ~ [:= Reset the timetable
V 53 0 B = -

<3 Teachers ~

Diagnosis Weighting Optimisation  Scheduling Scheduling Suggested Reports (f:_i'
Automatic scheduling Manual scheduling Timetables " oo

e Fixed (subject) sequences
e Simultaneous lessons
e Sequence in a week

Fixed (subject) sequence

3 Use the fixed subject sequence to specify the periods that must be scheduled in sequence.

Access the Lesson sequences window on the 'Scheduling' tab, set the drop-down list at the top right to
Fixed sequence and enter the lessons that are to be scheduled in sequence.

Example

The physics theory lesson for class 1a, lesson 96, should immediately precede practical physics, lesson
97. Once the subject sequence has been specified, Untis will now schedule the periods to take place
sequentially.



e Class 1a (Gauss) f Class 414r - 0O =
[1a T BMENR RF &L FR-0ORF T

L-Mo. [+ ClTe. UnSched Prdz Per  “rzPrds Teacher ZSubject Classies)

1 Mlesy - 1a
ar 1 Gauss - 1a

oK
= Lesson sequences
Lo

Lezson FEqUENCEE

EY Fixed sequence

o

& I‘ 1a - Class 1a [Gauss) Tlmetnlu:]...
o T~ w-F A5 B >

School pear:17.9.2018 - 29.6.2019 -

Lessons
a7 ‘ Add ‘ | Remove 1
2
Dizplay
3
) Lesson number 1 Subject 1 L-Ma. + Subject 4
5
6
M ame Block [v]) L-No. L-Ma. 7
8
L-Ma. Per | Teacher Subject |C|a1 bl >
97 1 Falss 1a PH La
96 1 M 1a FH Th

Note: Entering with double-click
Lesson numbers for lesson sequences can also be entered by double-clicking on the lesson number in
question (in the 1st column of the lessons view.

Variable fixed (subject) sequence

In the case of a variable fixed subject sequence, the lessons still follow on from each other but their
sequence is variable. In the above example, Untis would be able to choose whether to schedule the
theory or practical (lab) lesson first.

i '
.r"

MHame| Blo [
1 2
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2.7.2

Warning: All periods of the lesson

With fixed sequences all periods of a lesson are scheduled as a block. If you schedule a two period and
a three period lesson in a fixed sequence, you create a five periods block without having to enter
anything in the 'Block' column in the lesson window.

Sequence in a week

The week sequence allows you to specify the order of class lessons during the week. This function is
designed for use with lessons with one or two periods per week.

Access the Lesson sequences window on the 'Scheduling' tab, set the drop-down list at the top right to
Sequence in a week and enter the lessons that are to be scheduled in sequence.

Example

The chemistry theory lesson for class 1b is to be scheduled, with the chemistry lab lesson following
sometime later in the week.

If a sequence is now entered for the week as shown in the example, Untis will schedule L-No. 98 before
L-No.99.

"‘ Class 1b (Mewton) / Class n u - 0O =
B - BENE AT &L FR- OFE T
L-Fa. [+ ClTe. Un=ched Prds  Per  YrsPrdz Teacher Subject  Class(es) "~

95 1 Gauss  (CHTh 1k
a9 1 CHLs |1k

Gauss

T
~ Lesson sequences O =

=R L 1b_Class 1b Newton) TmhblE . - O x
- ~:a-7 S8s B >

Leszon sequences
G2 Delete ¥ | Schoolpear17 92018 - 2962019 -

Leszons Mo | Tu | We | Th Fr Sa
33 Add Remove

Diizplay Ch This scheuled first.
Ch La is scheduled later
in the week

Leszon number Subject L-Ma. + Subject

Mame L-Mao. L-Mao.

GF2 98 93
L-Mo. |Per  Teacher Clazs Subiject ‘Clzﬂ _Class 1 e
= Gauss 1b CH Th

33 1 Gauzs 1b CHLa
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2.7.3

3.1

3.2

A maximum of 3 lesson numbers are possible in the week sequence.
Simultaneous lessons

In certain circumstances, for example in combination with the course scheduling module or lessons that
take place fortnightly, it may be desirable but not essential to schedule different lessons at the same
time. You can define this condition here.

Access the Lesson sequences window on the 'Scheduling' tab, set the drop-down list at the top right to
Simultaneous lessons and enter the lessons that are to be scheduled in sequence.

The difference between simultaneous lessons and coupled lessons is that the optimisation tool is
permitted to split simultaneous lessons. Coupled lessons, on the other hand, can never be split.

Converting lesson sequences into couplings

In the 'Lesson sequences' window you now can convert those sequences which are marked as
‘simultaneous lessons’ into couplings by one click. If these lessons have lesson groups assigned they
are migrated into the field 'Lines lesson groups'.

&3 .

LessofMggquences
G2 Delete Simultaneous lessons L-Mo. [+ ClTe. UnSched Prds  Per  YrsPrds Teacher Subject Class(es) §fLes. groupsWLG-Distrib | Line-less.or
97 B 1 1 Callas MU 1a Il
Lessors 95 B 1 1 Callas | AR 1a
Add Remave
Display
Leszon number Subject Llo. + Subject
L-Mo. =+ ClTe UnSched Prids  Per  “YrsPrds  Teacher Subject Clazs(es) Les. groups  LG-Distrib - Line-less.gr
Mame Per | L-Mo. LMo 96 = %1 1 Callas Ll 1a 1 WB
Gl |2 9 |97 Callaz AR 1a [0 wwa
Optimisation

Timetable optimisation

The following chapter describes the timetable optimisation function and the diagnosis tools used before
and after an optimisation run.

The program starts with an empty time grid and proceeds to fill the grid with periods. Since this alone
would not necessarily produce the best results, the generated timetable then undergoes a series of
specific period swaps to improve the final outcome. In the end, the weighting settingsyou have specified
will determine the actual quality of the timetable.

Weighting

The weighting function is the basis of the automated timetable optimisation tool. Untis offers six levels of
importance ranging from 'unimportant' (0) to 'extremely important' (5) which allow you to specify the level
of priority given to the individual settings.
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Note:

Some weighting points only become effective after specific data has been entered in the master data or
in one of the ‘Lessons' windows (please refer to chapter ‘Data entry'). Other weightings, however, are data
independent and affect every optimisation run.

The function 'Respect the maximum and minimum number of periods per day for teachers’, for instance,
is a dependent weighting point since it depends on data entered under 'Periods day Min-Max' on the
‘Timetable' tab in the Teachers | Master data' window (e.g. '2- 4). The weighting determines the level of
importance of these settings (i.e. the degree of compliance with the settings). Leaving the field empty
means that the weighting has no effect on the optimisation process.

Independent weighting points, however, involve general settings such as ‘Avoid non-teaching periods
(NTPs)' or 'Avoid having just one period in a half-day for teachers' since single periods and NTPs do not
require additional specifications to be entered under master data or lessons .

The weighting settings can be accessed via the <Weighting> button on the ‘Start' tab.

The weighting dialogue contains the different weighting parameters sorted by topic. Increase or
decrease individual weighting settings by using the slider controls. From left to right, the weighting
sliders offer 6 different levels of importance:

. Position 0 - unimportant

. Position 1 - not very important
o Position 2 - fairly important

. Position 3 - important

. Position 4 - very important

. Position 5 - extremely important
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Pl

"= Weighting
Teachers 1 Unimportant  Extremely important
Ayoid having juzt one perod in a half-day for teacherz
Teachers 2
Classes O ptimization of MTPs for teachers
Subjects Avoid creating double MTPz far teachers
Main Subjects Respect lunch breaks for teachers
Rooms Reszpect the subject zequence for teachers
Period Distribution Respect breaks at beginning and end of day

Time requests
Year Planning

Analysis

Carcel Apply

The following chapter briefly describes the individual parameters with reference to the master data and
lesson data settings relevant for dependent weighting points.

3.21 The weighting parameters

The weighting parameters are topic-based and can be modified on the appropriate tab.
Section: Teachers 1

Section:Teachers 2

Section:Classes

Section:Subjects

Section:Main Subjects

Section:Rooms

Section:Period Distribution

Section:Time requests

Section:Analysis
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3.2.1.1 Section: Teachers 1

Teachers 1 nirmportant  Extremely imporkant
Axvoid having just one period in a half-day for teachers
Teachers 2
Classes Optimization of MTPs for teachers
Subjects Ayoid creating double MTPs for teachers
Main Subjects Rezpect lunch breaks for teachers
Fooms Respect the subject sequence for teachers
Period Distribution Fespect breaks at beginning and end of day

Time requests
Year Planning

Analysis

Avoid having just one period in a half-day for teachers
When a teacher has lessons on a half-day, a high weighting ensures that the teacher will teach more
than one period.

Optimisation of NTPs for teachers

In the Teachers | Master Data' window, you have entered values for maximum and minimum numbers of
NTPs (Non Teaching Periods). Use this slide to control the level of compliance with the specified
settings.

Avoid creating double NTPs for teachers
In addition to controlling single NTPs, you can give penalty points for each double NTP scheduled by the
software during optimisation.

Respect lunch break for teachers
Applies to the settings entered for minimum/maximum length of lunch break for teachers under Teachers
| Master Data'.

Respect subject sequence for teachers

Controls the level of importance of the subject sequence codes entered in one of the 'Lessons' windows
or in the 'Subjects | Master Data' window. For further details, please refer to chapter 'User tips: Subject
sequences’'.

Respect breaks at beginning and end of day

Controls the level of importance of breaks at the beginning and the end of a day entered on the
Timetable' tab under 'Teachers | Master Data'. For further details on breaks at the beginning and the end
of the day, please refer to chapter 'Master data properties'.
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3.2.1.2 Section: Teachers 2

Teachers 1 Unirmportant  Estremely important

R . Rezpect the maximum and minimum number of peniods per
eacners

Classes Respect the maximum number of consecutive penods per «

Subjects b aw. dweell time of the teacher per day

Main Subjects Periods in last morning slot

Rooms N I asirnum

Period Distribution Weighting

Time requests
Year Planning

Analysis

Respect the maximum and minimum number of periods per day for teachers
Controls the level of compliance with the values entered in the Teachers| Master Data' window for
maximum / minimum number of periods per day for teachers.

Respect the maximum number of consecutive periods per day
Controls the level of compliance with the values entered in the Teachers| Master Data' window for
maximum number of periods per day in sequence.

Max. dwell time of the teacher per day
Controls the number of hours a teacher is allowed to spend per day in school maximum. This dwell time
is defined in the input field of the Teachers| Master Data" window.

Input block 'Periods in last morning slot

Maximum
Teachers scheduled to have lessons in the last period of the morning are often at a disadvantage. You
can therefore specify the maximum number of last morning periods each teacher should teach.

Weighting
Indicates the level of compliance to this rule.

On the Timetable' tab in the 'Teachers| Master Data' window, the weighting for NTPs, lunch break,
maximum number of periods per day and maximum periods in sequence for individual teachers can be
increased further (to 'Very important’).
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[H] Sched. a.m./p.m. not bath
[l k.eep curr. loading pattermn

[R] Mot in gt AWD last period of 1...
Yery important
Mo NTP's (&)

Lunch break [B]
Max. penods/day [C]

kax. conzec. prds. [D]

Current timetable
1 Maon Teaching Periods [MTPs]

3.2.1.3 Section: Classes

Teachers 1 Unirnportant

Teachers 2
Classes

Subjects

Main Subjects
Rooms

Period Distribution
Time requests
Year Planning

Analysis

E stremely impartant

Avoid non-teaching-penods [MTPs]

Respect maximum or minimum number of periods/day for
Rezpect lunch break. requests for clazses

Rezpect the zubject zequence for classes

Respect the maximum number of lezzons per day for clas:

Clazs teacher at least once per day

Compliance with masimum number of classes with lunch
zame time

Avoid non-teaching periods (NTPs)

- Controls the awidance of NTPs for classes.

Respect maximum or minimum number of periods/day for classes
- Controls the level of compliance with the values entered under 'Classes | Master Data'.
Respect lunch break requests for classes

- Controls the level of compliance with the values entered under 'Classes | Master Data' for minimum /

maximum length of a lunch break.

Respect the subject sequence for classes

- Controls the level of compliance with the subject sequence codes specified in one of the 'Lessons’
windows or under 'Subjects | Master Data'.
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Respect the maximum number of lessons per day for classes

- Controls the level of compliance with the values entered under 'Classes | Master Data' for 'Max. different
less./day".

Class teacher at least once per day

If you have assigned class teachers to classes in the 'Classes | Master Data' window, the optimisation
function tries to schedule every class teacher to his/her class at least once a day. This weighting
parameter controls the respective level of compliance.

Respect the max. number of classes having lunch break at the same time
You can define in the time grid how many classes maximum should have their lunch break at the same

time. This frame condition cannot be weighted here.

4 General Breaks Substitute [

Lunch break label

56 Lunch break from-to

b axirum number of clazses with lunch break at the zame time

(gl
* = Double penods or block s must not span this brealk:

+ = Off-zite tranzfer pogzible in thiz break

3.21.4 Section: Subjects

Teachers 1 Unimpaortant  Extremely important
Optional subject

Teachers 2 | irn the first period
| I the last penod

Classes | between morning and afternoon

Subjects Friige peniod subject

i i | in the first period

Main Subjects . .
| in the last period

Rooms | between morning and afternoon

Period Distribution Leszon nat to be held in finge penod i code = G
Time requests
Year Planning

Analysis

Use the following weighting settings to control the level of compliance with the specifications entered for
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optional subjects and fringe period subjects. These are defined under 'Subjects | Master Data' or in one of
the 'Lessons' windows (code '(O)' for optional subject and code '(F)' for fringe period).Fringe period and
optional subjects are usually lessons not attended by all the students of a class. To awoid NTPs for the
rest of the students, these subjects should preferentially be scheduled at the beginning or the end of a
halfday.

You have three possible rules to define for optional subjects and fringe periods by checking the box next

to it.

¢ 'in the first period', if the first period of the day is available for scheduling

¢ 'in the last period', if the last period of the day is available for scheduling

e >-between morning and afternoon’, if the time between the morning and afternoon periods is available
for scheduling

The only difference between optional and fringe period subjects are the different weighting settings you
have defined.

Note:
You can also control the scheduling of fringe period and optional subjects exclusively via the time

request function. Howewer, the optimisation tool will profit from a higher degree of flexibility when working
with weighting settings rather than time requests.

=0
A subject or lesson marked with G is not to be scheduled in fringe periods, but rather in the 'middle’ of
the day. This weighting controls the level of importance of the settings.

3.2.1.5 Section: Main Subjects

Teachers 1 Unirmportant  Estremely important

Teachers 2 Fezpect maximum number of main subjects per day for claszes
Classes Respect max. no. of conzecutive main subj. penods for clazses
Subjects YWieighting far the boundary period

4 Boundary period far the following aspects

hain Subjects

kain zubjects max. ance after boundary period
Rooms

. . Main subject at least once up to boundary period.
Period Distribution
Time requests

Year Planning

Analysis

Main subjects can be defined under 'Subjects | Master Data'.
Respect maximum number of main subjects per day for classes
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Controls the level of compliance with the specification '"Maximum number of main subjects per day'
entered in the 'Classes | Master Data' window (on the Timetable' tab or in the grid view).

Respect max. no. of consecutive main subj. periods for classes

In the 'Classes | Master Data' window (on the Timetable' tab or in the grid view) you can specify the
number of main subjects that may be scheduled in sequence for a class. This weighting controls the
level of importance of the settings.

Input block 'Weighting for the boundary period’

Boundary period for the following aspects

Use this input field to specify a boundary period.

Main subjects max. once after boundary period
Controls the level of importance for the above specification (per week).

Main subject at least once up to boundary period
Controls the level of importance for the above specification (including the boundary period) per week.

3.2.1.6 Section: Rooms

Teachers 1 Unirmportant  Extremely important

Optimization of room allocation
Teachers 2
Classes Optimization of the off-zite rooms
subjects T ake roarm capacity inko conzideration

hain Subjects
Rooms

Period Distribution
Time requests
Year Planning

Analysis

Optimisation of room allocation

Via the 'Room Weight' field under 'Rooms | Master data' you define how important a room is for a lesson.
A room without specific equipment can easily be replaced by another room (enter 0), a PE lesson only
makes sense when the sports hall is available (enter 4).

The 'Optimisation of room allocation' weighting controls the level of importance of the entered room
weighting.

Warning:
If the weighting slider is set to 5 (‘extremely important!) or 4 (‘very important') and if, in addition, the room
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3.21.7

weighting of the subject room is set to 4, the lesson will not be scheduled unless a suitable subject
room can be found.

Optimisation of the off-site rooms
- Controls the level of compliance with the specified walking times required to reach off-site buildings
(e.g. external sites). Please refer to chapter 'User tips | Off-site rooms' for further details.

Take room capacity into consideration

As a rule, the optimisation tool and the room optimisation function attempt to allocate a room with a
room capacity appropriate for the number of students in the class. If this presents a problem, the
programme searches for a room that is slightly larger than required. In extreme cases, the software may
allocate a room that is slightly smaller than required.

Section: Period Distribution

Teachers 1 Urimportant  Extremely important
The zame subject cannot be taught more than once on the zame da
Teachers 2
Classes Avoid errorz with double periods
Subjects 2 periods/week - subjects not on conzecutive days
Main Subjects 3 perinds/week - subjects not on congecutive days
Rooms Even digtribution of perinds of a subject acrozs the day
Period Distribution Ty to place the same lesson at the same time on different days

Time requests Large blocks in fringe perods on half-days

Year Planning

Analysis

The same subject cannot be taught more than once on the same day

Specifies that a subject must not be scheduled more than once a day for a class (even if the subject is
involved in a number of different coupled lessons).

Avoid errors with double periods

Untis identifies two types of double period errors: the splitting of desired double periods and the
‘accidental' emergence of undesirable double periods when the same subject is scheduled for
consecutive periods. Of the two errors, the optimisation tool assigns a higher priority to the preservation
of desired double periods.

This weighting is connected with codes '(2) More than once a day' and (D) Respect double periods'. You
can find these settings in the master data and the 'Lessons' windows. The two codes are mutually
exclusive.

Code "2' causes the weighting for 'Avoid errors with double periods' to be set to 0 ('unimportant'), while
code 'D' increases the importance of the weighting. This increase in importance can result in a situation
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where a lesson will not be scheduled because the software cannot comply with the double period
condition.

When you set the weighting for 'Awoid errors double periods' to 'extremely important' (position 5), the
optimisation tool rates the importance of the double period condition very high right from the very
beginning of the optimisation run and even increases the importance during the run so that at the end of
the optimisation process, all lessons are treated automatically as if the lessons had been coded '(D)
Respect double periods'.

Warning:
Activate code '(D) only in exceptional cases or not at all'. Excessive use leads to a deterioration of the
optimisation results

2 periods/week - subjects not on consecutive days

This weighting applies to lessons with 2 block lessons (single and double periods or blocks) and is
designed to ensure that they are evenly spread throughout the week. A high weighting prevents the
software from scheduling the lessons on consecutive days or from scheduling one block on the last week
day and the other on the first week day.

3 periods/week - subjects not on consecutive days
This weighting applies in the same way as the previous one, but for 3 block lessons.

Even distribution of periods of a subject across the day

A high weighting ensures that a subject scheduled for Monday, period 3, is scheduled for a different
period on subsequent days of the week, i.e. not period 3. This weighting controls the level of importance
of this rule.

Try to place the same lesson at the same time on different days
A high weighting ensures that a subject scheduled for Monday, period 3, is also scheduled for period 3
on other days of the week. This weighting controls the level of importance of this rule.

Large blocks in fringe periods on half-days

For a variety of reasons, it is often desirable to schedule block lessons at the beginning or end of a half-
day. A half-day consisting of 6 periods can therefore accommodate 2 blocks of 3 periods each. Since
block lessons are often slightly shorter than the sum of the single periods (for instance, because there
are no breaks between periods), students will be able to leave school early or start school later than the
normal start time.
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3.2.1.8 Section: Time Requests

Teachers 1 nimportant  Extremely impartant

Teachers 2 Time requests for teachers
Classes Time requests for clazses
Subjects Time requests for subjects
Main Subjects Time requests for raams
Rooms Tirne requests for lesson periods

Period Distribution
Time requests
Year Planning

Analysis

Time requests can be entered via the master data or in one of the 'Lessons' windows by clicking on the
button <Time requests>. For further details, please refer to the chapter 'User Tips | Time requests' .

Time requests for teachers
Controls the compliance with time requests entered under 'Teachers | Master Data' .

Time requests for classes
Controls the compliance with time requests entered under 'Classes | Master Data' .

Time requests for subjects
- Controls the compliance with time requests entered under 'Subjects | Master Data' .

Time requests for rooms
Controls the compliance with time requests entered under 'Rooms | Master Data' .

Time requests for lesson periods
Controls the compliance with time requestsentered in one of the 'Lessons' windows.
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3.2.1.9 Section: Analysis

Teachers 1 Nurber Detals
Teachers 2 0 .
Classes 16
Subjects 151
Main Subjects
10
101
Rooms g
Period Distribution
1 4
Time requests 5 3
o I
ear Planning g .
Analysis Unimpartant Extremely important
a 1 2 3 4 ]
Cancel Apply

A well-balanced distribution of the weighting is the prerequisite for a good optimisation result. The
Analysissection offers an oveniew of the frequency of the different weighting levels.

In our example about 4 weighting parameters are set to the highest weighting level 5 (extremely
important).

You can get more information about possible problems because of the distribution of the weighting by
clicking on the button <Details>.
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3.2.2

B Analysis of the weightings ot

These alertz are tipz concerming the settings of the weightings which might cause problems during
the optimization, e.g. unscheduled periods.

Mo, | Test

1 4 af the weightings are et to the mawimum value.
Taoo many weightings with the maximun value warsen the ophimization result,

2 The weighting ‘Awoid erors with double penods' iz zet to the maximum value.
Leszons for which the desired way of scheduling cannot be kept [zingle period,
double period, block] will remain unzcheduled.

)4

General notes

If you have not worked with the weighting parameters before, we would suggest you proceed as follows:

First, familiarise yourself with all the weighting parameters and their functions.

Then, move the sliders for all the attributes that do not apply to your school under any
circumstances to the very left (position 0 = unimportant), for instance, for 'Optimisation of the off-site
rooms', if your school has no off-site rooms.

Note:
If in doubt about the relative importance of an attribute, set the slider to position 1 (not very important)
instead of 0.

Next, adjust the remaining sliders in order of increasing importance from 'not very important' to ‘extremely
important'.

Watch the frequency with which you assign the different levels of importance. We recommend to
decrease the frequency with increasing weighting importance according to the diagram below.
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You should never end up with a distribution where a disproportionately large number of weightings are set

Teachers 1 Nurmber Detals
Teachers 2 15 good weighting distribution
Classes 13
Subjects 10
10 g

hain Subjects
Rooms
Period Distribution 5 4 s
Time requests 3
Year Planning . l
Analysis l-—J”i'"ﬂptlrtant Extrernely important

a 1 2 3 4 ]

Cancel Apply

‘'unimportant’ (or 'not very important') or to 'extremely important'. Another undesirable situation is a
frequency that increases with increasing weighting importance.

Dretailz

Extremely important

Teachers 1 Number
Teachers 2 15 - bad weighting distribution
Classes 13
Subjects
1ol . 10

hain Subjects
Rooms 5
Period Distribution 5
Time requests 3 5
Year Planning q I l
Analysis Dnimpunant

a 1 2 3 4 ]

Apply
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Warning:
The difference between the weighting level 4 and 5 is much higher than between 3 and 4. If you hawe
selected too many settings of 'extremely important’, the optimisation tool will be restricted to such an

extent that it can only schedule a fraction of the periods. Hence, set parameters on level 5 only if it is
absolutely necessary.

3.3 Optimisation

3.3.1  Control data for optimisation

Via the <Optimisation> button on the 'Start' tab you can access the optimisation dialogue.The following
chapter describes the individual input fields in this window.

Control Data for Optimisation *

Optirization Bun Carcel
Optimization strategy (4.8, ...

3 W
3 Optimisation seres: Mo, of TTs [1-20] 4 Similarity to previous TT: O=not
gimilar..., 4=wemy zimilar
2 Optimisation lesel [1-3] Lock timetable conditionally
Only requested daps off for tea.
Teacher aszignment during optimization | Longider room capacity

o optimization of teach. azzign.

Mo zwap with other subjects For strategy D:
Swap only lezs. with equal periods a
Swap only within one clasz level Wit pre-optimization

Retain the current calendar distribution

10% Double penodz

Optimization of courses

Do not allow student clashes
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3.3.11

Optimisation process

You have a choice of different strategies and optimisation depths.

Strategy A - fast optimisation

Strategy B - complex optimisation

Strategy D - complex %-placement

Strategy E - overnight optimisation

3.3.1.1.1 Optimisation strategy (A, B, C, D, E)

Untis offers five different strategies for the generation of your timetable. These strategies offer different
levels of complexity. Strategy A represents the lowest and Strategy E the highest level of complexity. As
a general rule, the more complex the optimisation strategy, the better the result, but the longer it takes
the software to compute the result. The differences between the individual strategies are described in a
later chapter.

Control Data for Optimisation

Optimization Bun
Optimization strategy (A8, ...]

& - fast optimization -

- fast optimizatian
- comples optimizsation
- complex %-placement

- overnight optimization
LIPTme=anorT v e 7=3]

..
D
E
z

Strategy A - fast optimisation

Strategy B - complex optimisation

Strategy D - complex %-placement

Strategy E - overnight optimisation

3.3.1.1.2 Optimisation series: No. of TTs (1-20)

Use this option to specify how many different timetables you want the software to calculate per series. If
the box 'Sawe the results of the optimisation in work files' is checked in the 'Settings' under
'Miscellaneous', each timetable is saved in a dedicated file (work x .gpn where x is the number of the file)
in the active Untis directory (it is advisable, however, to enter a dedicated path for these work files on the
‘Directories’ tab). Depending on the selected optimisation_strategy, the programme will carry out further
optimisation runs for the timetables.

3.3.1.1.3 Optimisation according to timetable

This function allows you to specify the extent of the software’s 'pre-calculation function' for each
optimisation run. Like a chess game programme, the Untis programme calculates before each
'mowe’ (i.e. before each placement of a lesson) how the mowe will affect the situation as a whole.
Depending on the computer, the size of the school and the figure entered for this option, the optimisation
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of a timetable can take between a few seconds and a few minutes. As a general rule, the longer it takes
the computer to come to a result, the better the final outcome. In the early stages of a timetable
construction, howewer, long optimisation runs are often counter-productive, since initial results often
indicate that certain changes need to be made regarding the input data.

3.3.1.1.4 % of periods to be scheduled

Here you can specify the percentage of periods you want the software to schedule. Leaving the field
empty means that the optimisation tool will attempt to schedule all the available periods.

% of perods to be scheduled
[blank=100%). then STOF

Cancel

1] 4 Sirnilarity ta presvious TT: O=hat
gimilar..., 4=wery similar

Lock timetable conditionally

Tip:

The percentage refers to the periods of the entire school. So if you schedule 10% of a total of 1,000
lessons, Untis selects those 100 lessons that are regarded as to be the most difficult ones. This helps
you to find out quickly which lessons are difficult to schedule.

3.3.1.1.5 Similarity to previous timetable

Here you can specify if and how much the next timetable should resemble the previously generated one.
The input options range from 0 (no similarity) to 4 (great similarity). The new timetable always reflects the
modifications you make in the scheduling dialoguebetween optimisation runs. Leaving this field empty a
value of '0' is automatically assumed.

3.3.1.1.6 Lock timetable conditionally

If you lock the timetable conditionally, the next optimisation run will skip the placement run and only
carry out a swap run. This means that the resulting timetable will be very similar to the previous one. This
constitutes an even higher level of similarity than the highest similarity settingof the previous input field (4
= great similarity).

If you have checked the box 'Lock timetable conditionally' and increase at the same time the percentage
under '% of periods to be scheduled', the software proceeds by first locking the previous timetable, then
scheduling the remaining periods and finally carrying out a swap optimisation run for all the periods.

3.3.1.1.7 Only requested days off for teachers

Tick this option to instruct the software to schedule only the free days specified under time requests for
teachers (and no additional days).

Note:
Consider thoroughly if you want to use this field. By checking this box you prevent the scheduling of the
best timetable for everybody involved due to the fact that a teacher ‘happens’ to have a free day. This
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means that this timetable has become (subjectively) worse for the respective teacher, and certainly from
a pedagogic point of view, and also all timetables of the other teachers are affected negatively.

3.3.1.1.8 Consider room capacity

Activate this function to instruct the optimisation tool to compare the specified room capacity with the
number of students in a class or lesson and allocate rooms accordingly.

3.3.1.1.9 Off-site buildings by the half day

This option is only active, if you have entered off-site_codesin the master data of the rooms. If you have
activated it, the algorithm tries to awoid that classes and teachers have to move from one site to another
during one half-day.

3.3.1.1.10 Percentage increase

This field is only relevant for strategy D. It is discussed in the respective chapter.

3.3.1.1.11 With pre-optimisation

This setting was created especially for smaller schools. When periods are placed, this funtion
significantly increases the number of variations to be taken into account during the optimisation run - this
has a positive effect on the total result, however, the calculation time is also significantly increased.

3.3.1.1.12 Special 'double periods'-optimisation

3.3.1.2

You can check the option <Special 'double periods'-optimisation> when at least 70% of the lessons you
have entered are to be scheduled as double periods. Special importance is then attached to scheduling
double periods in subsequent optimisation.

Internally, this process halves the time grid and the number of periods for the lessons meaning that only
single and half periods need to be scheduled during the run.

Warning:
Please ensure that there is an even number of periods defined in the moming in the time grid. If the time
grid has a total of 10 periods per day, only 4 or 6 periods should be declared for the morning, and not 5.

Teacher assignment during optimisation

When the software encounters bottlenecks during the optimisation run (please also refer to chapter 'CCC
analysis' ), the program attempts to bypass them by swapping teachers. If the software finds a suitable
teacher and if a swap with this teacher would improve the quality of the timetable, the program
automatically proceeds with this swap during the optimisation run.

The module 'Lesson Planning' provides you with an extended version of this function.

Automated teacher swaps can only be carried out when at least one of the following two conditions can
be met:

e The code '(V) Variable teacher' is active for some lessons;

e The function "?_teachers' is active for some lessons (with the module 'Lesson Planning and Value
Calculation')
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3.3.1.2.1 (V) Variable teacher

A teacher may only be swapped, if the code '(V) Variable teacher' has been activated. You can find this
option on the 'Codes' tab under Teachers | Lessons '. A teacher who is the cause of an optimisation
bottleneck and for whom the code (V) is active may be replaced with another teacher.

[R]Place in a fringe period
[5] Schedule clazs group later

more thah oncedday

As a rule, the code (V) applies to all the teachers of a lesson. Check the box "Teacher allocation locked'
in the appropriate row in the lesson details window (under 'Lessons | Teachers') if an individual teacher
involved in the lesson should not be swapped under any circumstances. This deactivates the code (V) for
this particular teacher in this coupled lesson (see example below).

L Gauss / Professeur
faw (-2 BEIR ACEHS PV ROESE A8 PO @ B-@@ :

L-Mo. |+ ClTe. UnSched Prds  Per  %rsPrds |Teacher Subject  Class(es) Subject room  Home room  Double pers.  Block | (%) Teacher allocation locked

& 3,7 1 Gauss  math  2a.2b3a

7 =23 2

O A EIY]

3.3.1.2.2 ?-Teacher

For use with the 'Lesson Planning' module. This function enables the software to search for a suitably
qualified teacher for the lessons for which this function is active.

L-Ma. '+ ClTe. Unzched Prds  Per  “rzPrds Teacher Subject Class(es) Subjectroom  Home room | Double pers.  Block
Fic = B, 3 3 rist  BEG N 1a,1b SHZ Ria
75 22 B3 3 arist  PEG | h2a  SHZ R2a
76 2,2 B\ 3 3 arist  PEG . 3a3b SHZ R3a
33 B 5 5 EN 1a Ria
30 B 5 B 1b Rib
32 € 2 2 H 4 PL P2

3.3.1.2.3 Settings

The automatic teacher swap is controlled vie the optimisation dialogue, the following settings apply:
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Teacher azzignment during optimization

Mo optimization of teach. azsign.
Mo zwap with other subjects
Swap only lezz. with equal periods

Swap only within one class level

No optimisation of teacher assignment
Ticking this box deactivates the teacher swap function. All (V) Variable teacher' codes will be ignored.

The following two input options are only available for use with the 'Lesson Planning' module.

No swap with other subjects
Teachers can only be swapped between lessons of the same subject.

Swap only lessons with equal periods
Teachers can only be swapped between lessons with the same number of periods.

Swap only with one class level
If this box is checked then lessons are onyl swapped amongst variable teachers, if the classes involved
in this lesson are of the same class level.

3.3.1.2.4 Re-assign original teachers

Tick this option to delete all teacher swaps carried out in previous optimisation runs. This means that
each subject will again be taught by the teacher originally assigned to the lesson under Teachers |
Lessons'.

After a successful teacher swap, all swapped and originally assigned teachers are shown in the
diagnosis function ( <Diagnosis> button on the 'Start’ tab). The following figure shows a case in which the
'?' was replaced by 'Callas' for lesson 35.
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o

< Timetable diagnosis

] | .
= Type of diagnosis @
2mma | -3092008 The optimization has changed the assigned teachers for the listed

- leszans. Unterrichten gedndert.
Input Data  Timetable

= Diagnosis Wwig | Mum
Al =1
=l Lessons 12
0 3 ‘Weighting: *
Ls th no teach fied 1
ESSU_HS_ i sl feanls Number: 11 Show related windaws
In optimisation teacher was changed * 11

Class 2 l L-Mo.  Changed Teac :
50 " Huga (7] % Class 1a (Gauss) / Class

Teacher
) . = = B 3 >
+ Room 22 & Cer 7] 15 il | @ED&P\ ?.é?@l';&ﬁlh'@é) &g >:
Subject 73 7 Ander [7)
73 st (7] L-Ma. [+ ClTe. UnSched Prds  Per  YrsPrds | Teacher (Teacher) Subject Clazs(es)
Students
o Ander (7 11 4.1 2 Hugn 7 1a,1b 2a2h
Lesson sequences ; — 2,3 2 Ander 7 1a
Calendar - Year Planning 2,2 3 Arist ¥ 1a,lb
— 5 Ander |7 1a
Mobel [7) R e I I ik
Mobel [7) 12
63 Mew(?] e R
RE 1a

3.3.1.2.5 Teacher optimisation code

The module Lesson Planning offers with the teacher optimisation codes a further method to limit swaps
with variable teachers.

You can find the codes in Teachers | Master Data' and in the 'Lessons' windows. The codes in these
two types of windows are independent of each other.

The codes can be used to select a pool of lessons (or teachers) in which swaps are possible. Identical
codes mean that the teachers of the marked lessons can be swapped.

You can assign the codes 1-9 and A-Z. The codes are always an additional limitation. For instance, if
you have activated the option 'Swap only within one class level' and you have entered the code 1 for the
teachers Gauss and Newton then swaps of Newton's lessons are only possible with lessons of Gauss in
the same class lewel.



102

3.3.2

3.3.21

3.3.2.2

New [»]. BMEMNEERT & ~
Mame  Surmame  Room | MNTPs target eptCo
Gauss | Gauss 0-3 1
New  Mewton 0-1 1
Hugo | Hugo 0-1 f
Ancer | Andersen 0-1
Arist | Aristotle n-1
Callaz | Callas a-1
Mokel | Naobel a-1
Ruk Rubens a-1
Cer Cervartes 0-1
curie | Curie a-1
- Teacher (Tea)* W
Strategies

Untis offers four different optimisation strategies for creating your timetable:

Strategy A - fast optimisation

Strategy B - complex optimisation

Strategy D - complex %-placement

Strategy E - overnight optimisation

Strategie A - fast Optimisation

Strategy A is the fastes of all optimisation types. It does not bring the best results, however, it is best for
detecting any errors or mistakes in input data. Use this strategy therefore at the beginning of your work
until all gross mistakes in the master data have been corrected.

Tip: Check data entry
Errors or mistakes in data input inhibit a good optimisation result. Use Strategy A and the 'Input Data'
field of the 'Diagnosis' function in order to detect such errors or mistakes.

Strategy B - complex optimisation

This strategy provides very good results and does not take too long. Use this strategy after Strategy A
and have a look at the results. Adjust weighting, if necessary, if you are not satisfied with the result.

Tip: Working out of weighting parameters
Between weighting 4 and 5 is a (very) big difference. If a weighting slider control is set on 5, although 4
would be enoug, the result is worse. Set all slide controls to max. 4 and only if you are not satisfied with
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3.3.2.3

3.3.24

3.3.3

the results gradually set the slider controls to 5.

Strategy D - complex %-placement

Depending on the school Strategy D or B provides better results. Since strategy D takes significantly
longer, you should only use it after you have worked out the weighting parameters with Strategy B. In
this strategy the algorithm works step by step, it does not process 100% of all lessons straightaway.
You therefore need to enter the start and the increment percentage in the optimisation dialogue.

Tip: Start and increment percentage
We recommend a start percentage of 30%, an increment percentage of 20%.

Strategy E - overnight optimisation

As the name already implies, this strategy may take very long, howevwer, it brings about the best results
in most cases.

Use it only at the very end, i.e. after you have applied all other strategies. The duration of the
optimisation run heavily depends on the size of the school and on the number of timetables to be
calculated, how many optimisation steps are necessary per timetable and on the capacity of the
computer. Therefore it may really take the whole night, i.e. overnight.

The accompanying window

Start the optimisation process by opening the optimisation dialogue. Go to the 'Start' tab and click on the
<Optimisation> button, enter the desired settings and click <OK>.

If the data analysis window appears, check the displayed messages and/or rectify the displayed errors
and click <OK>.

An accompanying window appears which consists of two panes. The upper part of the window is the
information window containing functions for the management of the optimisation process (pause, cancel
etc.).

The window also provides a continuous display of key data of the current optimisation run, including an
evaluation of the current timetable (penalty points), the number of unscheduled periods, NTPs (for
classes) and core time violations (these are periods with a time request of +3 that the software is unable
to fill for some reason). Additionally, it is shown how often double period conditions are violated and how
often a subject was scheduled twice on one day from the class view. If you use the module Course
Scheduling the number of clashes in the student timetables, as well as the total number of NTPs are
also displayed.

These data provide a first, rough impression of the quality of your timetables. The tools for a more
detailed diagnosis are described in the chapter 'Diagnostics tools' .
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3.34

@ Optimisation Run - 0O x
Stop Optimization
C | irnisi
Immediately ance | Optimizing 31
Opt. strategy: B [20/9] 0170
After Timetable =l 2 Seres
After Series 17. Timetable Mo,

Placement optim. - Step: 39

Evaluation  Unscheduled MWNTPs | Core Time Infr. | Subj 2%/ Day | DBIPrds - Errar | Student-clashes | Students NTP's | a
Current timetable - 332 a 10 33 a | 1] a
BestTT : 260 0 ] 1 0 3 0 0
1. Timetable Mo. 292 il I 2 ] B 0 ]
2 Timetable Mo. 330 il I 3 ] 7 0 ]
3. Timetable Mo. 360 il 1 3 ] 7 0 ]
4. Timetable Mo. 297 il I 2 ] B 0 ]
5. Timetable Mo. 588 1 I 3 ] 7 0 ]
E. Timetable Mo. 388 il I 4 1 k] 0 ]
7. Timetable Mo, 370 il 1 2 1 5 0 ]
8 Timetable Mo. 266 0 ] 0 0 8 0 0
9. Timetable Mo. 411 il 1 4 1 k] 0 ] ]

When the yellow-blue <OK> button appears on the screen, the optimisation run is completed.

Note:

Every timetable is assessed (column 'Evaluation'). The less points a timetable has, the better it is. The
number of points depends on the amount of data, as well as the weightings settings. It does not make
any sense to compare your number of points with the neighbouring school's.

View optimisation results

When the optimisation is completed the best result is loaded. Via the optimisation dialogue you can
switch to other timetables, as well. Click on the respective line in the upper part of the window.

Every individual timetable can be stored as a separate file (work1.gpn to work n .gpn) by selecting the
option 'Sawe the results of the optimisation in work files'by going to <Settings>, 'Miscellaneous | Auto-
Sawe'. This gives you the possibility to load, view and analyse all the results anytime.

After you have confirmed by clicking on the yellow-blue button, you can switch to the different
optimisation results either by loading the work.gpn files or you load them via the 'Start' tab, menu item
'Optimisation | Optimised Timetables'. The latter method is only possible during the session in which the
optimisation was started. If Untis was closed inbetween, this menu item is greyed out.




Optimisation 105

#% Optimisation Run

| Optimised schedules 01.08
O K Dt strateqy: B (2079] 0/2/0

5. Series

% 1a-Class 1a [Gauss) Timetable (Clal)

o e-? R s P
Schol year17.9.2018 - 20.6,2019 . ! ! ! ! !
M e Timetable 3 77 ] 0 1 0 E ] 0
2 Timetable 4 280 1] 1 1 0 5 1] 0
1 Timetable 5 288 1] 0 2 0 5 0 0
2 a Optimisation Run - O =
3 -
| Optimized schedules 07.08
- O K Opt. strateqy: B [20/9) 0/2/0
5 |ma Arist Ri. 5. Series
6
T « | Ewaluation Unscheduled MNTPs |Core Time Infr. | SubjZ</Day  DblPrds - Ewor  Studentclashes | Students MTP's
8 - B 0
School pear17.9.2018 - 29.6.2019 T imetable 2 0 0 0 0 5 0 0
metable 3 L1} 1] 1 L1} B o 1]
Mo Timetable 4 280 0 1 1 0 5 0 1]
Timetable 5 288 0 1] 2 0 5 0 0
AR CallaR1a Timetable & 287 1] 0 0 1] 3 1] 0
[HSLEENEE | Timetatle 7 288 0 1] 2 0 [ 0 0
Bl Cer Ri1a |[DE Rub R14 || Timetable 8 306 1] 1] 2 1] g 0 1]
Timetable 9 318 0 1] 3 0 7 0 1]
_____ Timetabls 10 324 0 1] 2 0 ] 0 1]
Clal - Class 1% e
Tip:

You can change the directory of the work.gpn files via the <Settings> on the 'Start' tab. Go to
'Miscellaneous | Directories' and define a path in the field 'Optimisation results".

Settings >
= Schaoal data Type of file Fath

- eneral [rata files [.gpn]

- Ohverview Werzsion 14,4 files [.gpu)

- Walues B i

= Miscellansaus

A!.ltn-saT.re mport/E=por

D.I rectories HT ML files

-~ Timeta b_le Department files
- Custamise

E-Mail attachments
HTML-templates
POFfiles

- Walue Calculation
- Warnings
-~ HTHL
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3.4

341

3.41.1

Diagnostics tools

The master and lesson data of your school contain a vast store of information and it is often difficult to
keep track of the amount of data. This means that it is easy for inaccuracies, mistakes and errors to
creep in when entering or modifying data. Searching for these inaccuracies and errors is a bothersome,
but necessary task. The diagnosis tool is designed to facilitate this task.

This chapter not only deals with errors, but also with so-called 'input weaknesses'. Input weaknesses are
data that, while not technically wrong, can cause inferior or unexpected results.

Percentage planning

Diagnosis

Overall diagnosis

Percentage scheduling

After finishing your data entry, you should initially carry out a percentage scheduling run (e.g. at 30%) to
identify lessons which Untis software categorizes as 'difficult'. As a rule, the program attempts to place
such lessons as quickly as possible to prevent them from causing an obstruction later during the
process.

Control Data for Optimisation >
Dpt!mfsat!cun Run ’T‘ Carcel

Optimization strategy (4.8, ..

] C . a0 % of periods to be scheduled
A - fast optimisation ( [blank=100%), then STOP
5 Optimization zeres: Mo, of TT= [1-20] 4 Similanity to previous TT: O=not
gimilar.... 4=verp similar
9 Optirization lesel [1-3] Lock timetable conditionally
Only requested davs off far tea.

Note:
The level of difficulty of a lesson is higher, the more elements are unavailable, the more elements are
coupled and the bigger the lesson block which needs to be scheduled.

If Untis encounters problems during the scheduling of the very first 30% of periods and, if this very first
optimisation runis unable to schedule certain periods, the first thing to do is to increase the number of
timetables to be generated and the number of optimisation steps. If the tool is still unable to schedule
the periods, you can assume that the input data contain input weaknesses or even errors.

Example

Errors and input weaknesses are described in greater detail below. The following example provides a brief
introduction to the percentage planning function.

1.  Open the file demo2.gpn.

2. Delete all timetables via the menu item 'Scheduling | Reset the Timetable' on the 'Start' tab.
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3. Aninformation window appears. Click <OK>.

4. Carry out a timetable optimisation_run (via the 'Optimisation' button on the 'Start' tab) and enter the
value 30 in the field '% of periods to be scheduled'.

5. Display the timetable for class 1a (go to the 'Start' tab, click on the 'Classes' button and go to 'Class
timetable portrait').

The timetable for class 1a should correspond approximately to the timetable shown in the figure below.
There may be slight variations in display depending on the software version you are using.

Please note that as mentioned before, your percentage entry applies to the entire school and not to
individual classes. The example shows that less than 30% of the periods for class 1a have been
scheduled. The software scheduled proportionately more periods for other classes. This shows that this
class has less difficult lessons than any other class.

6. Click on the subject 'Design'.

k.

= 1a - Class 1a [Gauss) T:metnuﬂl--- - 0O x

1a | I wm-F @lﬁ—-- z

Y| |24n92me | = -299.208 &~

Mo | Tu |We | Th | Fr | Sa

AR

L-Mo. | Tea. Subj. Rm. Zla. Tirme  School we
7 Ander, DS, WS 1a 2-41
Gauss, DS, WS 1h
Curie, TH, TW 1a, 1h

Q| =R A W R =

Total

Clal - Class 1 w

The period details window shows that the subject Design is difficult to schedule because three teachers
are involved in the lesson (Andersen, Gauss and Curie) and two rooms are required (the Workshop and
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the Textiles workshop). Furthermore, another class (1b) takes part in the lesson. If Untis attempted to
schedule this lesson towards the end of the optimisation run, the software would find it much more

difficult to find a slot on the timetable that would suit all teachers, rooms and classes invlved in the
lesson.

When the percentage scheduling function is unable to schedule periods, you can assume that
inaccuracies and errors during data input are to blame.

342 Time requests

Time requests are another reason why the software may find it difficult to construct the perfect timetable.
A number of predefined lists can help you search for input weaknesses and errors caused by time

requests. Access the lists relevant for optimisation by clicking on the 'Scheduling' tab and go to
'Reports’.

| =1 28 Classes [{=5 Reset the timetable
< Teachers = B Locked/ignored lessons

Repvc-rts Rooms ~ ';Less::un SEQUENCES

u Reports Tools

g8 Classes r

B Teachers > Teaching gualification
Rooms b ‘ Teacher teams '
-E@} Settings surplus_ activities

Window Group » Maont Teacher teams

Periot  Press F1 for help.

Day time requests

Unspecific day requests

ValueCorrection

The following example is based on the conflicting period requests of a teacher team. The figures shows
that Thursday is the only day which is not blocked for all teachers involved.
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343

344

345

1 Teacher team

Ma Tu We Th Fr Sa
Mame || 1[2|3415|6(718] 1)2[3|4|5|6[78] 12|34 |5]6[7|8] 112(3]4|5]6]7 |8 SMBIEEIS | 1[2[3]5
Callas

33131313)3[3(3
Gauss W-[-|-F [ I

313)13[EEEEE
Ander | -FTFFFFFF

2212121212212
Rub

3[31313]3]3|3]3
Hugo -H -1 - - ++[+
3 [l 3(33(3]3(3|3)3 333
Mobel [ o S R e E Ea R A o S S
2|2|212(21212|2 JE3[ 2212121222121 2]2)1212 |2
71

A lesson consisting of three single periods could not be scheduled for this teacher team without violating
a -3' time request (something the optimisation tool would never do) or the single period condition
(something the optimisation tool might do, depending on your weighting settings for conditions such as
'Avoid errors with double periods').

For further information on teacher teams, please refer to chapter 'User tips | Teacher teams'.

Options

An important point is the distinction between 'must' and 'can'.

The settings '2-2' for a 4 period lesson in the field 'double period' forces Untis to scheduletwo double
periods. The setting '"1-2',however, leaves the decision to the algorithm, if two of the four periodsare
scheduled as single or as double periods. The more freedom optimisation has, the better the result.

Locked periods

Try not to restrict the optimisation tool by manually scheduling a large number of lessons. Reconsider if
some periods really need to be scheduled manually (please refer to chapter 'Manual Scheduling').

Weightings

When the software is unable to schedule large numbers of periods, it makes sense to call up the
weighting dialogue again and to determine if the setting 'extremely important' (5) is strictly necessary in

all of the cases. In order to resolve an input weakness, it is often sufficient to reduce the setting of one or
two items by one level to 'very important' (4) (see also the chapter 'General_notes' under 'Weighting'
abowe).

Increase the percentage of the periods to be scheduled until you are certain that all the input
weaknesses have been resolved.

Use the more complex optimisation strategies only when you are certain that all entries are correct.
An important tool for the identification and location of input errors and violations of conditions are the
'‘Diagnosis' and 'Overall Diagnosis'tools. These are described in the following chapter.
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3.4.6

3.4.6.1

Diagnosis

With the diagnosis function you can analyse on the one hand the entered data before you create a
timetable and on the other the outcome of optimisation after you created it.

Tip:

Invest adequate time for the analysis of the messages under the tab input data and to correct any
weaknesses of the input data. The quality of the calculated timetable directly depends on the quality of
the entered data. When framework conditions were entered incorrectly, inconsistent or not at all, then
the best algorithm cannot create a good timetable.

Open the diagnosis window via the 'Diagnosis' button on the 'Start' tab. The window is divided into two
sections: the selection window on the left and the details window on the right.

1

= Timetable diagnosis

= & A :

24092018 S .309.2018 Vs 2 CRETes @
e ntis tries to schedule a u:ertaln sul:qeu:t no mare than ohce per day

h that it
kzohz of &
e day, even

per clasz. Untiz eglores
Input Data  Timetable checks the 'nam
clasz and does

= Diegiees Wta  Hum wou actually mes th. The
Al =1 subjects listed wOMTTIEE Baps per class
= Class 41 than there actually are avallal:ule for $chedullng
; Weighting: 4
Subject onl |
5 .I?C u:.ny i : : Number: 1 Shaowy related windows
Puasitive time selection window 0
= Teacher l Cla.  Sub.  Perwlk  L-Mo.
" 2 DE B E

Lezsong with teachers without rooms 1
= Room 2
2 teachers in the zame room * 2

Leszon IEeqUENCES

Courze scheduling
= Lessons 1
Too many lezzons with 'Priority’ * 1

The selection window

The selection window is divided into two sections.

¢ Possible problems with input data

¢ Violences in the timetable

Via the two tabs in the upper part of the window you can switch between both sections of the window.
Both sections hawe different headings which contain different diagnosis items of different topics. On the
right side in the headings line the sum total of all violations of this topic is shown. If the number is
highlighted in red it means that at least one severe problem (with a high weighting) has been detected.
The different topics can either be opened individually just like in Windows Explorer or by clicking on the
'+' symbol to unfold them.

The weighting of individual diagnosis items is shown in the column 'Wtg.', in the diagram the diagnosis
item 'Subject only once per day not possible.' is weighted with 5. The weighting is defined in the
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Weighting dialogue . Diagnosis items which have an asterisk * in the weighting column, cannot be
weighted. The column 'Num' shows how many violations have been detected for the respective diagnosis
item.

#

77 Timetable diagnosis

= & .

24092018 ~| . -309.2018

Input Data  Timetable
= hagnosis witg | Num

[-] Class
Subject only once per day not possible |5
Positive time request during lunch break | 4

=] Teacher
Lessons with teachers without rooms

=] Hoom
2 teachers in the same room
Lesson sequences
Course scheduling

= Lessons

N TT=T= 1
LA

Too many lessans with ‘Priority”

Only those diagnosis items are displayed by default which show violations. This is visualised if you click
the <Filter> button in the toolbar, as well as by filter fields highlighted in green (entry >=1 in 'Num'
column).

The diagram shows how displaying diagnosis items can be restricted to those violations, for example,
which have weighting 4 or higher.
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ol

77 Timetable diagnosis

= &5

24092018 | D -309.2018

Input Data  Timetable

= Diagnoziz

= Lezszons
IInzcheduled periods
Lezzonz with no teacher zpecified
[=] Clazs
Lunchbreak, too short
Lunchbreak, too long
Clazz NTP'z
+3 time request not respected
Mot enough periods per day
Too marny perods per day
= Teacher
Too mary HTP'z
Double Mon-Teaching-Period
Lunchbreak, too short
Lunchbreak. too long
Half day request not achieved
Mot enough periods per day
Too many periads per day
T oo many conzecutive periods
Just one peniod on a half day
=] Room
Subject room not allocated
Period(z] without a room
[=] Subject
Subject bwice a day

IIn-requested double periods

Lesz. with 2 perdzweek on conzec. davs

Resize the window> &

LRI S R L T L I SN T TS

LRI % ]

=M = o0 W LD = = =

23
kR

12

ol

77 Timetable diagnosis

= &5

24092018 | D -309.2018

Input Data  Timetable

[liagrioziz

= Lessons

IInzcheduled periods

Leszonz with no teacher zpeciiid
= Class
Lunchbreak too short
Lunchbreak, too long
Clazz MTP'z
= Teacher
Half dayw request not achieved
Room
= Subject

Subject bwice a day

Fringe period request not respected
Students

Lesson FEeqUENCES

Calendar - Year Planning

Click this button and the diagnosis window will be adjusted to its ideal size./h2>

Refresh window> @

By clicking this button you start a new diagnosis run. (This will also apply if you close the diagnosis
window and re-open it via the 'Start' tab and click the <Diagnosis> button anew.)

Please note that the diagnosis tool only diagnoses the timetable for one week — an essential precaution
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when using the module Multi-Week Timetable (or Multiple Terms Timetable) where different timetables
may be in use in different consecutive weeks (e.g. for classes which do not last the whole year). When
analyzing such timetables, specify by means of the date setting (below the above described control
elements) which week you want to analyse.

Fal

L4 — Timetable diagnosis

® & &

24/08/2018 |~ | _ - 30/

Septernber 2018 b etable
Mon Tue Wed Thu Fn 5at Sun

18 19 20 21 22 23 jeeperc
25 26 27 28 29 30 fquestd
2 3 4 5 & 7

[ Today: 16/08/2017
I1F

zachers

3.4.6.2 The details window

The details window on the right side of the diagnosis window allows you to obtain further information
about individual items by selecting the item in the selection window.

By clicking on the link 'Show related windows' all dialogues relevant to the diagnosed problem are
opened. The diagram shows, for instance, that no room was defined for lesson 82 for teacher Gauss.
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* Timetable diagnosis

7o

24092008 | 2 -309.2018

Input Data  Timetable

= Diagroziz it
All

=l Class

Subject only once per day not poszible 4

- Pogitive time request during lunch break 4

L 2 teachers in the same room

Type of diagnosis
rou have entered neither a Home Room, nor a Subject Room for these
leszons.
Murm
»=1
4
1 Wweighting: *
Mumber: 1
40
l L-Ma.  Tea
a2 Gauss

[ ess0ns with teachers withowt rooms * 1 )

= A ——- |

Gauss / Teacher

e fae [~ MER AFL P J B BONE 48 #0 JB-& >
= Leszons L-Ma. [+ ClTe. UnSched Pradz  Per  WrsProds | Teacher Subject  Class(es) SMgject room  Home room | Double pers.  Block
Too mary lessons with Priorib B 3,7 1 Gauss R2h

T 2,3 2 Gauss Ria
1 4 Gauss
] 1,2 2 Gauss
4 1,2 2 Gauss
5 2 Gauss
g2 1,2 4 Gauss
lzl = l:"il |Teacher v|

As soon as the problem has been solved it is shown by a check in the 'Status' column (traffic light icon)
of the diagnoses window. As soon as a new diagnosis is run, this point is not shown any more.
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7% Gauss / Teacher

- ie = = = —_ 33
fass [~ MEMR ST L FR-BOES d8 P dR-8 7
L-Mao. |+ ClTe. UnSched Prads  Per  “rsPrds |Teacher Subject |Classies) Subject room  Home room | Double pers.  Block
3] 37 1 Gauss 2a,2h 3a R2h
7 2,3 2 Gauss 1hb WS R1a 1-1
1 4 Fauss 3a R3a
3 1,2 2 Gauss 3a R3a 0-1
4 1,2 2 Fauss 1] P=1 11
oS 2 Gauss 4
g2 4 Gauss 4
parts Hall 1
Sports Hall 2
Fhwsics lab.
B s whorkshop
Type of diagnosis
Y'ou have entered neither a Home Foom, nor a Suby® oo for theze
lezzons.
Witg | Mum
al o x=1
41 o
ible 4 1 Weighting: .
Humber: [ Show related windows
neak 4 40
" o
[
- . 0 W 02 Gauss P
2
* 2
1
* 1

The diagnosis indicates possible problems in data or in timetables. However, it may be that you
intentionally have not defined a room for a lesson. In such a case you either ignore the entry in the
diagnosis or mark the respective entry by clicking your right mouse button and select 'lgnore this flaw' in
the context menu.

If you do not want to see these points in the list again, select 'Do not show ignored breaches' from the
context menu of your right mouse button.
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3.4.6.3

imetable diagnosis

. Type of diagnosis
24052018 v [ B Tou have entered the same room more thah once in different coupling-row:
of the same lezson. derselbe Raum eingetragen.
Input Data  Timetable
= Diagnoziz Witg | Hum
Al 2=1
= Class 41 o
Subject only once per day not possible 4 1 Weighting: I click right I
— : Humber: 2
FPazitive time request during lunch break, 4 40
= Teacher 1 l LMo, RBm. Tea  Tea
Lezzohs with teachers without rooms " a 0§ : I this fl
- Room 5 L T [
2 teachers in the zame room * 2 e
Lesson sequences Do not show ignored breaches
Coucischedubng Do not show resolved flaws
=l Legzong 1
Taoo many leszons with Pricrity' " 1
Note:

The point 'Ignore this flaw' shown in the context menu exclusively serves clarity within the diagnosis. It
has absolutely no effect on a timetable optimisation run after the diagnosis.

Subject 1/day not possible

An explanatory text is displayed in the details window of the diagnosis for each diagnosis item. However,
the item 'Subject only once per day not possible' under the heading 'Input Data | Class' deserves special
attention. By default, the scheduling algorithm attempts to schedule a subject only once per day. The
relevant subjects will be listed in the diagnosis, if this is not possible since too many periods have to be
spread over the days available.

The figure below shows that a special tuition teacher is scheduled to take class 1a for the subject ST
comprising 5 periods each of English and German. This means that 10 weekly periods are defined for the
subject ST with class 1a. Untis would attempt to schedule this subject just once per day. Howevwer,
since 10 individual periods cannot be fitted into a 5-day week, the issue will be listed.
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3.4.7

@ Timetable diagnosis 4r - 0O x

@ S

Type of diagnosis i@
24092018 | 23092018 ve 9 @

Input Data  Timetable

Untis tries o schedule a certain subject no more than once per day per
claszs. Untis enforces this rule comprehensively, such that it checks the
‘names’ of the subjects of the individual lessons of a clazs and does not

schedule these lezsons on the same day. even if vou actually meant

= Dlgmsts il | Rl different student-groups, e.g. in Math. The subjects listed would have to
Al »=1 be scheduled on mare days per class than there actually are available
= Class a4 for scheduling.
P . Weighting: 3
Puositive ime request during lunch break 4 .
d o Number: 1 Show related windows

1
e
" Subject only once per day not possible )_ 3
5
1
]

= Room
2 teachers in the same room

Lesson sequences AN TR ETLSOEeFE-BL FAB- E & -
Course schedulng Lo, #CLTe UnSched Prds  Per “rsPrds Teacher Subject  Class(es) Subject room  Homeroom  Doubls pers.  Block
Leszons 3 T 2,3 2 Ancer Ds 1a WS Rl1a 1-1
73 2,2 £ Arist PEG 1alb SH2 Ria
31 5 Gauss | MA 1a Ria
33 =1,2 3 Srist i =L Ria
! hizier ST 1a
35 2 Callas hill 1a Ria
349 2 Callas AR 1a Rla 1-1
46 2 Mokel RE 1a Ria
53 =1,2 8 Bk | S-S Rila
Hugo ST 1a )

Possible solutions for this concrete example:

e Set up double periods or block conditions
¢ Activate the '(2) More than once a day' option for the subject ST in the subjects master data
¢ Change the subject name of one of the lessons taught (e.g. 'ST_GE' for special tuition in German)

Overall diagnosis

The owerall diagnosis function provides an ovenview of the classes and teachers that have ended up with
the worst timetables (measured against your settings). Access the total diagnosis function on the
'Scheduling' tab via the menu 'Diagnosis | Overall Diagnosis'.

The owerall diagnosis function applies to only one specific week just like the diagnosis function

Depending on the settings (class or teacher) the window lists all elements of your school in separate
lines. The elements are sorted according to the column 'Points’, these points indicate how good the
quality of your timetable is concerning the respective element. The more points an alement has, the
worse is the timetable.

All the other columns show the three worst periods per element, the diagram shows that the worst period
of class 2b is, for instance, Thursday, period 7. Click on the points and the reason for this bad
assessment will be shown in the 'Reason' column. Furthermore an accompanying timetable
synchronises automatically to this period. In the example the reason for the bad assessment is 'Room
not available', a better result could be achieved by scheduling a room.
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B Overall diagnasis >
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h-2 1000 Sa2 | 333

Feason

\ Foom not available

Th-7
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@ 2b-Class 2b (andersen) Ti4aPue.. - O x
2b ~cw-B HAAs g T
School year17.9.2018 - 29.6.2019 E‘Eﬂ -

Mo | Tu |We | Th | Fr | Sa

o ]

hul & hLt DE FH

DE
AR
R

hl ) Hi | *CH. | WA

L-Mo. | Tea. Subj. Rm. Zla. Time  School:
7a* Fub, FEBR, (5H1) 2h, 2a 1-41
Arist, PEG, (SH# 2h, 2a

An empty field under 'Reason’ indicates that the timetable for this class or teacher is already very good.
The displayed period for the respective element may be one of the three worst placed ones, owerall,
howewer, it is fairly well placed. It is unnecessary, therefore, to change the period manually.

;

Q=R | Wk

In short, the diagnosis function provides an ovenview of all timetables while the overall diagnosis function
targets the worst timetables in the school and aims to improve them. The owerall diagnosis window also
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displays the causes of violations.
3.4.8 CCC-Analysis

In order to obtain a good timetable, it is important to locate possible bottlenecks that might cause an
obstruction for the scheduling tool, and to eliminate these before the optimisation .

Such bottlenecks occur in the form of Critical Conflict Chains (CCC). These are defined as groups of
lessons that cannot be scheduled at the same time due to a conflict between classes and/or coupled

teachers.
Hugo Newton
] English 1
+ 1a +
Hu"go Newton
France Physics
Note:

The total number of periods per week involved in a chain is a measure of how difficult it is for the software
to schedule the lessons in the chain. If this number is greater than the number of periods available in the
time grid, it is mathematically impossible to schedule all the lessons in this chain.

The CCC analysis is opened via the 'Scheduling' tab under 'Diagnosis | CCC Analysis' and starts
searching for the longest of these chains. The analysis can take up to several minutes, depending on the
size of your school.

3.4.8.1 Information during the analysis

During the analysis, you will see the number of the lesson currently being analyzed, i.e. scanned for its
dependency on other lessons, in the upper part of the window (on the right hand side of the word
'Lesson'). The two numbers in brackets denote the number of couplings the software has finished
analyzing and the total number of couplings to be analyzed, respectively.

£ CCC (Critical-Conflict-Chain) analysis of couplings

Ul ezzong 7 [3716] Inwestigated wariations
Lezsons: 138 506 Total: 418 336

In addition, the information field 'Investigated variations' displays the number of combinations the software
has finished analyzing.
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3.4.8.2

The CCC window

As you can see in the upper part of the window, there are 82 lessons and 16 couplings, resulting in over
3 million combinations that need to be analyzed.

The middle part of the window

The middle part of the window shows a table of all CCCs listed in rows. The first column contains the
total number of periods per week involved in each chain. The figures on the right are the lesson numbers
of the lessons inwolved in the chains. The table also displays the abbreviated names of teachers in
brackets next to some of the elements. The purpose of this function is described in a later chapter.

% €CC (Critical-Conflict-Chain] analysis of couplings

l Investigated variations
Leszons: 201 516
Per | Lessons A
2B E[Hugo] 5[Gauss)] 17 [Hugo] 20 [Huga) B3 [Rub) g2 2B [Ander] 45 [Callas) 52 [Mabel) E7 [Rub] = 80 [Ander)
24 73 TE(adst) | 76 (Arist] | 31 (Adst) | 33 (Arst) | 53 (Rub) f
23 | B[Callag] 11 35 [Callag] = 39(Callaz] | 36 [Callag] 2 ([Callag] | 34 [Callag] = 41 [Callag] | 38 [Callag] = 37 [Callaz) | 42 [Callag]
22 | E[Rub) 1 7 73[Rub) | 78 [Ander] | 28 [Ander) | 35 [Callas) | 54(Fub) | 47 [Nobel) | 2 [Callas]
22 | B[Rubl 1 73[Rubl | 75(Rub) | 53(Rub) | 54(Rub) | 55 (Fub)
22 | BlAnder] | FlAnder] | 81 [Ander] | 43 [Ander] | 9 [Ander] | 3(Gauss) | 29 [Ander] | 22 [Ander] | 82 [Ander] | 80 [Ander)
22 B 1 78 a1 94 90 (Mew) | 95 (New) 8 Mew) 93 (Mew)
22 E[Ander) | 7[Ander] | 78 [Ander] | 81 [Ander) | 43 [Ander) | T9[Ander] | 4[Gauss) | 23 [Ander) | 82 [Ander) | 80 [Ander)
21 6 1 7 81 9 34 [Callas) | 41 (Callas) | 38 [Calas) | 37 [Callas) | 42 [Calas)
2 E [Ander] | 78 [Ander] 43 7B 3 16 Hugo) | 19(Hugo] | 4 [Gauss] | 51 [Mobel] | 23 [Ander) v
Les = Per  Classes Teachers
17 2 4 Hugo
20 2 4 Hugo
21 4 4 Hugo If Teacher Ander were to be removed from
75 1 4 Ander lesson B, the chain would be shortened
45 2 4 Callas by this lesson
5 2 4 Gauss
52 2 4 Hobel
72 4 Rub w
5| 2 | 4 Flub y
E Z2a 2b 3a 1 nider allas  Gauss Hugo Mobel  Rub
4 Ander e |
o T 4 Ander | Gauss

The CCC details window

If you click on an entry in the middle part of the window, the bottom part of the window - the details
window — is refreshed. In the example lesson 80 (Ander) was selected. In the details window the cell with
lesson number 80 and the cell with the number of periods per week are now shaded light blue. Several
other cells are now shaded red.

The details window now displays the following information: the elements involved in lesson 80 with a total
of 2 periods per week are the class 4 and the teachers Ander and Curie.

Some lessons inwolve several classes and teachers (e.g. No. 6, 3 classes, 7 teachers). In this case all
elements involved are listed next to each other in the columns 'Classes' and Teachers'.

The cells shaded red highlight the reason why the displayed lesson cannot be scheduled at the same
time as the lesson selected in the middle part of the window. Lesson 80, for instance, cannot be
scheduled at the same time as lesson 5, since both lessons inwlve class 4. Lesson 6,however, involves
a different class, but it cannot be scheduled at the same time as lessons 82, 80 or 26, since they are
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3.4.8.3

taught by teacher Ander.
Shortening CCCs

The longest chain — the first row in the middle part of the window — contains 27 periods that cannot be
scheduled at the same time, since this would lead to conflicts, as described above.There also may be
time requests defined for each teacher, class and lesson and each lesson may hawe additional
conditions imposed on it.

Note:
A large number of chains with many periods may reduce the possibilities of scheduling very quickly.

You now have the option of shortening the chain by assigning a different teacher to individual lessons.

The teacher with whom a swap would shorten the chain by the most periods, is marked as critical. The
CCC-Analysis shows his/her short name in brackets next to the lesson number in the middle part of the
window.

If there is no critical element displayed, no improvement is to be expected by, for example, a high
number of classes in volved.

3.4.8.3.1 List of teacher teams

Via the <Displays the list of teacher teams> button or the <Print list of teacher teams> button you will
get a handy reference of the composition of the teacher teams at your school.

At the end of the list the teachers and the teacher teams (couplings), in which they are involved, are
displayed. The higher the number of the teacher teams is the more difficult the scheduling of the lessons
of this teacher is from this point of view. In our example, it is teacher Ander who is scheduled in five
different teacher teams.

Teacher team

Gauss 1,2,6,8,
Mew 7

Ander 1,2,4,5,8,

Callas 1,5,
Maobel 1,

Rub 1,3,

Cer

Curie 2, 4,6,7,
¢

?-1 1

The inverse conclusion of this is that the lower the number of the different teacher teams is the easier it
is to schedule a timetable. If teacher Ander, for instance, has already been scheduled and coupled with
Gauss, it would be good if this team will be coupled in other lessons, as well. The lesson planning and
value calculation modules help with e.g. colour codes in the teacher suggestion. For further information
please go to the module manual.
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4.1

4.2

421

_,rll'.

.~ Teacher Suggestion

&pply

Only qualified teachers ‘windaw in foreground

Yearly values Auto-refresh Less |Teach.'
M ame Target | Actual Actual-Tal Per “al Les. | Reductior| Walue comr
Mobel 200000 15000 -RO000 15000 15000 0.000 [0.000
Hugo ) White: A new teaching team would emerge
Cer 20000 qii
Callaz 20,0000 25000 5000 25000 @ 25000 0.000 [0.000
Hew 20,000 26.000 E.O00 25000 26000 0,000 0,000
[Gauzz]
[Cunig]
[Bnder]

Manual Scheduling

Manual scheduling

Untis offers several different possibilities for manual scheduling (the scheduling, shifting and deleting of
periods): the manual scheduling in the timetable , the scheduling timetable and the scheduling
dialogueThe most important functions such as scheduling, shifting, swapping, locking and deleting of
periods as well as the manual room allocation are possible with all three tools. The scheduling timetable
and the scheduling dialogue offer special functions and additional information.

Scheduling periods in the timetable

The simplest way of scheduling periods, which does not even inwlwe learning new windows, is by
scheduling in the regular timetable. The following tasks can be carried out manually on a normal class or
teacher timetable:

e plan unscheduled lessons ,

* lock periods ,
e swap periods that have already been scheduled,

e show swap suggestions ,

e delete periods directly in thetimetable ,

e delete periods and
e allocate rooms manually.

Scheduling periods

The aim of the first example is to place periods in an empty timetable and lock them to prevent the
automated scheduling tool from moving them during a later optimisation run.
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1.  Open the file demo.gpn and delete the current timetable via 'Scheduling | Reset the timetable’

2. Unscheduled periods will now be displayed next to the timetable and can be placed in the timetable
using drag & drop.
Clicking on a period that you wish to schedule will display possible time slots in the timetable.

Fields which are highlighted green indicate that these would be good slots to place the period awiding
the risk of a clash.

The software also takes into consideration any additional settings you have made. For instance, Friday

is not displayed as a possible day for the lesson 'Mus' for class 1a because teacher 'Callas' has been
allocated a day off on Friday (‘Teachers | Time Requests').

L

L

% 1a. Class 1a (Gauss) Timetable (Cla1) 7l Time requests / Teacher-51
1a T w-F o/ R > Hafas R a5 F= .
School year17.9.2018 - 29.6.2019 {g_v : Waria Callas
UnSc Mo | Tu | we | Tl Fr a 1 2 3 4 &5 B 7 8Das am pm
3000 Monday
1 Tueszday
2 DS, AR ‘wednesday
3 Thursday 7 1] 1] 1 1] 1] 1] 1] L]
Fiiday HEENNEEN. )
4 Saturday
=3 '
5
6 A D:E Additional unzpecific time requests
7 il ’i Fange  Mumber | Time request
! o |
L-Mo.  Tea. Subj. Rm. Cla. | Ti choolweek Stud.  Special text
35 Callas, MU, (R1a) | 1a 1-41 28
£ >
Clal - Class 1 v
Tip:

You can use the <Colour coding> button in the Time requests' window to specify the display colours for
the different time requests. This is necessary, if for example there are difficulties in distinguishing
between red and green.

" Lesson cells highlighted in purple indicate that it is possible to schedule the lesson without a clash as
far as class and teacher are concerned but that room availability (i.e. the room allocated to the lesson
and all alternative rooms are not free) prevents the lesson being scheduled (see figure).

" If you position a period on a purple cell, a dialogue with the following options will open:

" br>- Remowe interfering lesson: The room is removed from the other lesson which creates a conflict with
your current scheduling. Consequently, this lesson will not have a room anymore:

" - Create clash: The room is scheduled by both lessons, a room clash is created.

" - Do not schedule room: The room is not scheduled in the current lesson. You now can select another
room via the room allocation dialogue. For more information go to 'Room allocation' .

" Lessons are automatically displayed and scheduled as single or double periods (or blocks) in
accordance with settings made for double periods under lessons.
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.7 1a - Class 1a [Gauss) ﬁmetablnuﬂ

1a ~w-F dR s B8
School year: 1792018 - 29.6.2019 -
rFY
Mo | Tu | We | Th | Fr | Sa
1
E]:_I
2
3
i |
5 w
Clal - Class 1 o

When there is more than one unscheduled period of a particular lesson, the individual periods will be
displayed stacked. When there are more than three periods, the number of unscheduled periods will also
be indicated. If you want to split a double period in order to be able to schedule it as a single period, just
left-click and hold the Crtl key in the unscheduled period.

'I‘ 1a - Class 1a (Gauss) Timetable (Clal) n u

Y I‘ 1a - Class 1a (Gauss) Timetable (Clal)

fa lie-B dRs Bl B-@ s . ia ~iw-B d0 s BEle B8 sz .
School pear17.9.20018 - 29.6.2019 E’aj - | School year17.9.2012 - 296.2019 Ij'ej -
H
UnSc { . UnSc ' ‘ -
Mo | Tu |we [ Th | Fr | sa N Mo | Tu |we [ Th | Fr | sa l—
1 1
2 2 |
ﬁ@j T@ﬁ {5k =5
: WA | Il o€ CtrI+CIick| :
5
; : o
-EN -MU
6 \_ 6 \ y, i
=4 |Cla1 - Class 1 v|
|Cla1 -Class 1 v|

When you schedule any periods, the unscheduled periods are immediately grouped anew in such a way
that the still to be scheduled periods are as close to the timetable as possible. If you want to sort the
unscheduled periods differently, simply deactivate the function ‘Always sort unscheduled periods‘ under
'Settings | Miscellaneous | Timetable'. You now can position the periods at any place you want next to or
below the timetable. If you want to then re-sort the periods, right-click in the field next to the timetable
and select ' Re-group unsched. prds.', the stacks will automatically be repositioned.
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7

#2113 - Class 1a (Gauss) Timetable (Clal)

7% 1a- Class 1a (Gauss) Timetable (Clal)}

T ~:w-8 EA . iz~ :o-BH30s Fle B-& o= .
T |aan2mg |5 -2292018 Y |psEne | 2382008 o
USe | Mo | Tu | We | Th U3t Mo | Tu [We | Th | Fr | sa
2011 2911
1 | wa T ] ma
2 tio
3 Re-group unsched, pras.
4 Toter-mone
5 Timetable period: standard format
Students M
6
ime range: weel
7 Ti ) k
Time range: school year
8
Copy in HTML-farmat

Clal - Class 1 w Clal - Class 1 ~

Alternatively, you can schedule the periods from the lessons window. To do this, click on the relevant
period in the 'Unsched Prds' column and use drag & drop to position it in the timetable.

@ Class 1a [Gauss) / Class 4 - 0O x
- + = ¥, = [ >
1 I REMNE BT ESL FAR-ORE A& 7
L-Mo. [+ ClTe. UnSched Prds  Per | YrsPrds Teacher Subject  Class(es) Subject room
1 4.1 22 2 Hugo 1a,1b,2a,2h
7 2,3 B\ o 2 Ander 1a WS
73 @22 B 3 3 arist [PEGI 1a,1h SH2
il 5 3 Arist B2, 1a
33 3 Arist EN 1a
@ 1a - Class 1a [Gauss) Timetable [Cla'_‘ 4 - O x 35 2 Callaz (] 1a
1a ru-F 35 EEe 39 o Bz 2 Callas | AR 1a
= T 2 2 Mokl 1a
School year:17.9.2018 - 25.6.2019 - % 5 5 R DE 1a
2\ o 2 Cer Bl 1a
Mo | Tu |We | Th | Fr }a’
"~
< >
— —
EM

| sl W R =

|Cla1 - Class 1 b

4.2.2 Unscheduling periods

You can also unschedule periods by dragging them into the section with the unscheduled periods or into
the timetable details window and dropping them there.
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#1

{7 1a-Class 1a (Gauss) Tlmt‘tﬁblln_':uﬂ
|‘Ia ~-w-F dA s . E

School year: 1792018 - 239.6.2019 -

Mo [ Tu ([We [ Th | Fr | Sa | =

EM MA | GEC { ML hl A Bl

Rl EM | PEG. | DE RE EM

PEG. | AR | DE | Ma | DE |oGEc
RE

1
2
3 Bl | AR | MA& | EMN | EM | A
4
5

-

L-Ma. | Tea. Subj. Bm. Cla. Time Sch ek |5

Clal - Class 1 w

Alternatively you can unschedule an active period by pressing the <DEL> button.

If you want to de-schedule all scheduled periods at once, go to ‘Scheduling’ and click on ‘Reset the
timetable’ at the top right.

Start Data Scheduling Timetables Course Scheduling Modules

W % @ ] : 28 Classes - Resetthetimetabl
- : < Teachers - ocked/ignored
Diagnosis Weighting Optimisation  Scheduling Scheduling Suggested Reports

- dialogue~ swaps~ - H Rooms = %Lesson SEqUences

Automatic scheduling Manual scheduling Timetables Tools

Locking periods

If you want to lock a period in place, i.e. this period will not be changed by the automated scheduling

tool, then click on ﬁ<Lock period> in the tool bar of the timetable. Alternatively, lock the selected
period by pressing F7. The same key can be used to unlock a period.

Locked periods are marked with an asterisk (*) in the period details window next to the lesson number.
You can also choose to display the asterisk in the timetable period (on the 'Layout 2' tab under
<Timetable - Settings>).
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424

@ Layout 01 - Individual timetable with days across the top EIIEI

4 General Selection range Layout 1 Layout 2 HTML [
Penod window Changed Periods
Double periods like single periods | Red
Comb. class names [2a,2b-> 2ab) Eold
£ 1a-Class 1a iGauss} Timetable (Cla1) II II Al classes in one field Italic

Ly |

Emphaszized by 1*

B 4 - ﬁ . & lg | Mark. locked periods with & * (asterisk] Underlined
S'_hool pear17.9.2018 - 29.6.2019 [ Pritat

Sort periods _ ) Da hot prink empty rows
T — | Merge matching periods Do nat prink emply columins
oan ff Me | Tu Fr | Sa Cover planning Print black_white
fEEE 1 heading per page
1 En L - MU | A ll < also in the Period window [pson of absence ] T
Il day absences o] Auto-sge far the dn?talls window
2 ML ERM DE Kl Dnlp cover periods ?:ll—'h;L Tde.:-c Pg. wtlth fulldnames
+ Stike through cancellations ISpIay In Minuie moce
3 Bl haA, EMN EM hA an Show master clazses seperatelp
LR Matual scheduling Chaw break label
4 A DE Draalrop: Multiple lessons ] it higak. Jahels
5 DE Draglirop: colours zame as time requests
2 vl ity CEES) s - Use alias for details window/legend
[ + Cluster-mode
DE
- Cancel Apply

Tea. Subj. Rm. Cla. Time Schoolweek Stud. Spe
Arist, MA R1a 1a 2-41 28
3
>
Clal - Class 1 w

Tip:

You can see all locked periods in the window 'Lessons | Locked Lessons'. This window also allows you
to unlock the lessons at the different levels. Please refer to chapter 'Locked lessons' for more detailed
information.

Stunden verschieben

Periods can easily be moved from one slot in the timetable to another using drag and drop.

Empty green cells denote slots in the timetable where a lesson may be scheduled without risk of clash.
The different shades of green indicate the suitability of the positions for the dragged lesson. The darker,
the better. The evaluation depends on the parameters you have entered (time requests, double periods,
weighting, etc.).

Red fields indicate that the scheduling would be possible without clashes but the timetable would be
significantly worse because of e.g. a blocking (time request -3). White fields show that scheduling
without any conflicts is possible. The details window shows for which element a clash would occur.




128

425

* 1a-Class 1a (Gausy) Tmetahblda) - O x

1a i 8-F dRs EE
School year17/3/2018 - 29/6/2019 kg

Mo | Tu |We | Th | Fr | Sa

1 EM | Ma |iBEc. | MU | MA |iPEI
2 [W PEG. | DE | RE | EN
3 | m T EN | EN | EN
4 |rEG DE | MA | DE | GEc
5 FHE | s,

6

7 ML

8 A PEG.

Cla. | Time Stud. Speci
a 26

Clal - Class 1 e

Cells highlighted purple indicate that the room allocated to the lesson is not available.

When you move double periods or blocks, they are offered as double periods or blocks. However, if you
only want to mowve one period, press the Ctrl. key and click into the timetable, similar to when you
schedule periods. Double periods and blocks are now displayed as single periods and can be moved
individually. If you want to have this function available permanently then go to the settings of the
timetable, go to ‘Layout 2’, and check the box ‘Double periods like single periods’.

Swapping periods

If you select a period in the timetable and mowe it by holding down the left mouse button, already
scheduled periods may show certain features:
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Fak

77 1a- Class 1a (Gauss) Timetable ICIﬂ u

1a ie-B AR EBMe 7
School year17.9.2018 - 29.6.2019 -
Mo | Tu |We | Th | Fr | Sa | ©
1 | En | ma |BEc [u | ma |Pg
2 | mu | En |PEG. |FDE :-R-E-:i*EN
3 | o | ar | wa |FEN | en |Fwa
4 |Feo, l?;ocﬁ— DE |fwa | DE |WGE:.
- BE
E -
Clal - Class 1% e

a) No marking of the period

If you want to drag&drop Tu-5 of class 1a to Tuesday first period, you see that the first period is not
marked, i.e. it is not suitable for a swap, because it would collide with the period. If you still drop it on Tu-
1, Untis will ask you if you want to save the block and un-schedule the clashing lesson or if you want to
create a clash.

Save block - Lessons: 46 RE Maobel >

Leszons: 46 RE Mobel - Tu-5 > Tu-1

Clazhing leszonz! - Mumber of clazhes: 2
Les.: 51 Subject: RE Teacher: Mobel, Lez.: 31
Clazhing elements: 2 Mobel, 1a

Optionz

Save block [and un-schedule the clazhing lezson]
Create clash

Cancel

b) blue arrow

If a scheduled period has a blue arrow in the left top corner, a swap chain is possible with this period. In
our example this would be e.g. Wendesday first period. In the timetable the swap chain is symbolised
with red arrows.
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School year: 1792018 - 239.6.2019 -
Mo | Tu |[We |Th | Fr | Sa | =
1 EM | Ma |[BEc (iU | ma |FBl
2 | wmu | en |Pec |FoE | RE Jien
| — g
3 | @ | ar MAL% BN |,
4 |@es. iR ﬁﬂ# DE |iBEc.
5 =]
-
|Cla1 -Class 1 v|

If you drop the period and confirm, the periods will be swapped.

Save block - Lessons: 46 RE Mobel

Lezzonz: 46 RE Mobel - Tu-b > Th-3

Clazhing lezzonz! - Mumber of clazhes: 1
Les: 33
Clazhing elements: 1 1a

Options
Save block [and un-schedule the clazhing lesson]

Create clash
2 period swaps: Tu-b [Les.: 46 RE Mobel] <--» Th-3[Les.: 33 ]
Congecutive swaps: Th-2-» Th-5

Cancel

c) blue arrow and green background

Periods with a green background are also suitable for 2 period swaps (e.g. Th-1). If you drop a period on
such a position, in the appearing dialogue you can decide if you want to have the 2 period swaps (Tu-5

with Th-1) or if you want to make consecutive swaps.
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Leszons: 46 RE Mobel - Tu-b > Th-3

% a_Class 1a (Gauss) Timetable (Claikd [

1a - = - [ £ | Clashing lessons! - Number of clashes: 1
bt & IE ﬂ Les.: _33
School year17.9.2018 - 29.6.2019 Llashing elements: 112
Opti

1a | Mabel | st | peT

Save block [and un-schedule the clashing lesson)

Mo | Tu | We | Th Fr Create clash

2 peniod swapz: Tu-b [Les: 46 RE Mobel] <-> Th-3 [Les.: 33
1 EM ma | GEc | MU Ity Conzecutive swaps: Th-3 -» Theh
2 | mu | EN |PEG. | DE | RE
3 BI MA | B EN [

AR
4 |PEG Mg | DE | GEc
5 R
= -
|Cla1 - Class 1* w

4.2.6 Suggestions for NTPs

If you want to mowve a period, for example from Mo-1 to Tu-3 you can easily do this via drag and drop.
Howewer, how do you find out, if it is possible to fill a non-teaching period with an already scheduled
lesson?

Click on the position you want to fill in the timetable and hold the left mouse button down for at least two
seconds, then move the mouse. Scheduled periods which can be mowved to this position will be shown in
green.
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4.2.7

'- 3a - Class 3a (Aristotle] Timetable {Clal) n ﬂ
B i w-B dfes e B-@& 522
School pear:17.9.2018 - 29.6.2019 -
Mo [ Tu e Th Fr Sa
1 Click and drag after P DE
two seconds GEC
2 DS PEG.
.
3 Bl HI GA. MA DE
N
4 GA. DE MA WA RE PH
5 hA *CH. EM
6
DS,
7 Bl
AR
B
Clal - Class 1* e

Swap suggestions

In addition to the swap suggestions offered to you when you drag and drop a lesson there is a separate
function providing you with additional possibilities.

Via the 'Scheduling' tab you can open a window group for 'Sugggested swaps'".

Start Data

Scheduling Timetables Course Scheduling Modules

E

eports
- H Rooms = 'Q Lesson sequences

28 Classes ~ [:=5 Reset the timetable
<3 Teachers - % Locked/ignored lessons

1%

Diagnosis Weighting Optimisation 5cheduling Schedulifjo Suggested
= = = = dialogue’ swaps™

Automatic scheduling Manual schedu Timetables Tools

Alternatively this function can be accessed via the <Suggested swaps> button for each individual
timetable of a class.
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£4 Suggested swaps

Shows possible swaps for the
highlighted lesson

Al

== 1a-Class 1a {Gauss) Timetable {Clal)

la ~:a-M @8- BMe &-a(a) ]
.
School pear17.9.20018 - 29.6.2019 -
Mo Tu We Th Fr Sa
1 ML B

2-way, 3-way and 4-way swaps are suggested for the class. The 'Gain' column indicates whether the
timetable would improve (positive values) or deteriorate (negative values) based on the data entered.
With the <Refresh> button the swap suggestion is adjusted to the active period in the timetable.

The 'Conseqnc.' column displays the worst conflict that the respective swap would cause, if the timetable
is likely to see a deterioration. If, on the other hand, the timetable is likely to see an improvement
(positive value in the 'Gain' column) the category where the largest improvement took place will be
displayed.

Possible swap suggestions are indicated in the timetable by red arrows. Clicking on the <Swap> button
performs the selected swap.

= Suggested swaps Q 1a - Class 1a [Gauss) Timetable [Clal) |E| |E| - 0O x
Consegnc. Gain *  Refiesh |1a ~|:w-F 43 A s - & | @ & E=7 -
ey - ] =
1 NTPs NGl i, Smap D School year17.9.2018 - 20,6.2019 -
2 Period time requests -
3 Period time requests - Cloze Mo Tu We Th Fr Sa
4 Malnsuh|ecls-Boundalypenud-
5 Subjecttwiceady  -1910 1 MU Bl
1 with class leaps
[ Only different teachers MU E
1 Show details
Bl AR
AR DE

W | N | WM

|Cla1 - Class 1* -

Cross-class suggestions

It is often necessary to perform swaps across sewveral classes. To do this, check the box ‘With class
leaps' in the 'Suggested swaps' window.

Example:

The religious education period for class 1b on Monday, 1st period is to be swapped. The swap with the
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math period would bring an improvement of 164 points ('Gain' column). The potential gain is high,
because fewer main subjects would be on prior to the boundary period on Thursday. However, it can only
be performed without a clash if a second swap is effected at the same time.

Teacher Aristotle, who teaches physics to class 4, has a lesson planned with them on Monday, first
period of the day. The so-called leap class is therefore class 4 and this indicated in the 'Leap cl.' column.
The possibilities of moving this lesson of Aristotle with class 4 are displayed in the lower section of the
'Suggested swaps' window. The best possibility would, however, lead to a deterioration in the schedule of
Aristotle of 119 points since it would result in a violation of one of his time requests-2. The difference in
the evaluations of both swaps (+164 - 119) is displayed in the Total' column (+45).

ggested swap O @ moxassenpPiPn . - O x | @ a-Kesseamot?) Pme. - O x
| " ! " = u 2 C  Refiesh = & ':@v‘?@lg ,') 4 v:@v‘?@g )
1 Main subjects - Boundary perod 4 164 v Swap ¥ | School pear17.9.2018 - 29.6.2019 ¥ | Schoolyear17.9.2018 - 206.2019
Al T s T e | 4 | Mobel| adst | 1 4| Nobel| arst |
4 PEI!DI‘] t!me requests -188 Piint Mo | Tu |we | Th Fr
5 Period time requests -193
& | Main subjects - Boundary period -308 /| With class leaps 1 1 Pﬁ Bio | Mat E o
¥ Justone period on a half day la 3 (it i et et
8 Lunch break min_-max. -379 Show details 2 2
9 Period time requests 4 266 = 3 3
- . - - - C  Refiesh = a -
1 Periodtime requests - 5 5
e 6 6
3 | Lunchbreak min_-max = -235 -1 7 7
4 | Lunchbreak min.-max = 318 154
5 Lunchbreakmin.-max = -337 173 8 8
6 | Lunchbreak min.-max = -343 179
7  Subjectiwiceadsy -350 185 Only d‘”e’e_”t teachers L-Mo. Tea.Subj. Rm.  Cla. Time St L-Mo. | Tea. Subj. Rm. |Cla. Time Stu
8 | Lunchbreak min.-max | 385 221 Lefp'?;":g:f"""s 47 Nobel,Rel,R1b b 32 Arist, Fh, Phys 4
9 Subject twice aday -646 -482 4 +3 +3
10 ClassNTP's 706 542
1 NTPs 794 30 < X < &
12 HTPs -804 B4 = Klal - Klasse 1 - Klal - Klasse 1 -

Nur verschiedene Lehrer

If a teacher takes a class for more than one subject, it is often undesirable for swaps to be offered
between these subjects. Checking the 'Only different teachers' box results in such swaps not being
displayed.

Scheduling periods with clashes

Moving a period to a non-highlighted cell is not possible without creating a clash. The lesson details
window displays the lesson number and details of the lesson in conflict with the mowved period.

If you decide to drop the period in such a cell, a window will appear showing the following two options:

e <Cancel> - cancels the mowe.

e <<Sawe block> - the 'dragged' (i.e. active) period will be scheduled and the original period will be
unscheduled.

e <Create clash> schedules the period with class and perhaps ewven teacher clashes. If you select
'‘Save with room clash' the room will be scheduled twice, as well.
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Save block - Lessons: 35 MU Callas >

Leszons: 35 MU Callas - Mo-2 = We-h

Clazhing lezzonz! - Mumber of clazhes: 1
Les: B Subject: CH Teacher: Callaz
Clazhing elements: 1 Callas

Options

Save block [and un-schedule the clazhing lesson]
Create clash

Cancel

The period details window displays all the elements of the lessons scheduled at this time. Display
conflicts in the timetable (e.g. courses in the same cluster) by activating the option 'Separate periods in
case of clash' (Layout 2' tab under<Timetable Settings>). Please refer to chapter ' Timetable display |
customised views | Layout 2'.

Each of these lessons can be selected and moved separately.

ML [E

You can also mowve all lessons that lie on one position in one single operation. Hold the <Ctrl> key and
click on the respective period. All lessons in this period are selected and you can move them
simultaneously.

T [ET[FRE

Enu, EM |RE

If you would like to activate this function in general then go to <Settings>on the ‘Layout 2’ tab and check
the box: 'DragDrop: Multiple lessons' an.

ineduling
| DragDrop: Multiple leszons

- requests
| DragDrop: show chained swaps
Cluster-mode
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Decoupling in the timetable

A coupled lesson can be decoupled directly in the timetable and the new lesson that is thereby created

can be scheduled in another position.

Example: The coupled lesson in periods 7 and 8 on Tuesdays is to be decoupled as teacher 'Ander' is to
teach his group on Thursdays. Click on the period with the right mouse button and select 'Decouple’. The
lesson is then decoupled and the new lesson with teacher 'Ander’ can be easily rescheduled using drag

and drop.

L 93 - Class 1a (Gauss) Timetable [Cla-M-1) n u

' 1a - Class 1a (Gauss) Timetable (Cla-M-1)

[fa Vce-F AR s BMe B-@

[ia rie-0 AA s B - %
School pear17.9.2018 - 29.6.2019 E -
2 |mu callas
3 |BiceRrl
4
5
6
T
Settings
8 ~  Cluster-made
Period window
~  Timetable period: standard format
Text for the lessan periad
Students P,
L-ko. | Tea. Subj. Rm. o i
Split this period from the lesson
T Ander, DS, WS
Change the teacher in the period
Gauss, DS, WS
Curie, T, TW Add teacher
Time range: week
o Time range: school year
Copy in HTML -format

School year17.9.2018 - 29.6.2019 -
NSt Mo | Tu | We | Th Fr Sa
2430
1 MU Callas BlCeR1
2 MU Callas g DERR
3 |BICeR1
= AR Callas
4 . DERE DERE
5
6
.
T D
5]
2
L-Ko. Tea. Subj. Rm. |Cla. Time Stud.  Special text Cluster

96 Ander, DS WS 1a 28 Voluntary Exercise

>

|CIa-M-1 - Class 1*

v

In larger couplings you can define in detail which coupling lines should be de-coupled from the existing
lesson via the function 'Extended de-coupling'. In our example only the chemistry lesson shall be de-

coupled:
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Settings
" Cluster-made

Period window
Allocate/Delete this room
Extended de-coupling

B Split Up Cauplings ¥
Text for the lesson periad
Stuclents M Old lezzon L-Mo: 7, Per: 2 Mew lessons
Split this period fram the lesson Teacher Subject Class Teacher Subject Class
Change the teacher in the period Ander DS 1a Eeller £ Jeudle
Add teacher B & b £

) Azt ) la

Time range: week
Tirmne range: schoaol year
Capy in HTML-format

< 3 < >

Split up all Cancel

4.210 Changing and allocating rooms

Via the Room allocation dialogue you can allocate a room to a certain period, you can delete an
allocated room or change it, or you can allocate an additional room to a period. There are 3 possibilities
how to get to this dialogue:

¢ Go to < Allocate / Delete this room >l in a timetable
¢ By clicking right in the timetable and selecting < Allocate / Delete this room >

¢ By clicking in the timetable and pressing and holding the key combination Ctrl+R

B Allocate/Delete this room X
(—, zone 1 | zone 3
‘Lessons: ¥: Periods:2 Tu-7, Tu-8 ADPW fa
single period
period block
all periods of the lesson
WS, Waorkshop
gome room: R1a. R1b Allocate additional room
[ t selection of |
urrent selechon of lessons evailable rooms ‘
Les. | Teacher Room  Classies) Corridor  Stat code(s) - N "
REm. Cap. AL Rm At HRm Occupied Room-group  Coridor | Stat code(s) |Prd.free  Cap.diff.
Ander, Gauss WS 1a,1b
7 b m = =
Curie ™ Ta,1h
SH1 2
SHZ2 2
zone 2 PL 2
HE1 2
R1a 36 2
R1hb 30 2
Rza | 32 2
R2Zh 2
R3a 2
™ v
Ps1 v
\ Ps2 v J
zone 4
+  Allocate m *®  Delste oom Close




138

In area 1 of the dialogue you see the selected lesson, the scheduled lessons and the currently allocated
rooms. Also the home rooms of the lessons are displayed here, in this case a subject room has been
scheduled.

In the area below — area 2 — you see details to this lesson. Under 'Current selection of lessons' you can
select the coupling line for which the room should be changed for couplings. The black arrow points at
the active line.

Area 3 shows the different types of periods you can select from regarding applying a room change:

¢ a single period — the selected period
¢ a period block (in the case of a double period or block)
¢ all periods of the selected lesson

You also can add a room by clicking the option 'Allocate additional room'. If you check this box and
select a room, then this room will be added to the first room.

Area 4, 'Available rooms' lists the rooms recorded in the master data. You can limit the selection to
certain rooms by using the filter. For more detailed information on how to filter in Untis please refer to the
chapter 'Master Data | Editing formats | Filtering'.

Here you also get additional information on the rooms in the different columns. When you right-click on
the heading you can hide or show columns. You also can hide or show the filter line this way.

The following columns and information is available:

Rm.: Short name of the room.

Cap.: Room capacity provided it has been recorded in the master data.

Alt. Rm.: This is an alternative room for the respective room allocated to the lesson.

Alt. HRm.: The respective room is an alternative room of the home room of the class.

Occupied: The respective room is free or occupied, the green tick means ‘occupied’.

Room group:  The room groups to which the room is assigned.

Corridor: The corridor in which the room is located provided it has been recorded in the

master data.

Stat. code(s): The statistical codes provided there have any been recorded in the master data of the
room.

Prd.free If the option 'All periods of a lesson' has been selected, this column shows the amount of
periods when the respective room is free.

Cap.diff. The difference between the room capacity and the number of students provided that both
numbers have been recorded in the master data or in the lessons. A positive figure means that the room
is big enough, a negative figure means that the room is too small for the number of students.

Tip:
Go to the heading with your mouse and a tool tip will describe in brief the meaning of the different
abbreviations.

Let’s assume that you want to assign different rooms to Design on Tuesday in periods 7 an 8.
1. Open the demo.gpn file and open a timetable of class 1a.

2. Go to Tu-7 and open the room allocation dialogue.
3. In our example the room allocation for all periods of the first coupling line of this lesson shall be
changed. For this we only want to show the rooms which are not occupied.
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B Allocate/Delete this room X

Lessons: 7: Periods:2 Tu-7, Tu-8 ApPIy te

~ = period block

WS, Warkshop
Home room: R1a. R1b Allocate additional room

Current selection of lessons
Available rooms

e — P =
— . . . . Rm. Cap. Alt Rm Alt HRm |Cccypied Room-group  Corridor | Stat code{s) Prd.free | Cap.diff
Qnder,eauss WS 1a,18 j € = 0 O @
cure T Ta,Th Y Y
SH1 2
SH2 2
PL 2
HE1 2
R1a 36 2
R1h 30 2
R2a 32 2
R2Zh 2
R3a 2
v Sllocate m x Delete raom Close
4, Now select a room (e.g. R1a) and click <Allocate room>. In lieu of the workshop, room R1a has
now been allocated. The workshop is in parantheses next to R1a as additional information.
5. Click on the second row in the left pane and substitute the room TW' with another room (e.g.

'PL"). Instead of using the <Allocate rm.> button, you can allocate the new room with a double click.

B Allacate/Delete this raom

Leszonz: ¥ Penods:2 Tu-7, Tu-g

HE1. Haome Ecan. room
Harme room: B1a, Bk

Current zelection of lezzons

Room
SHZ 0
HE1 (T

Les. | Teacher ss(es)  Corridor | Stat. code(s)

Ander, Gaus
CUrie

In the details window of the timetable you work on you now see that periods 7 and 8 have been allocated
new rooms. The originally scheduled rooms appear in parentheses next to the new room.
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L-Mo.

Clal - Class 1

By clicking <Delete room> you can delete a room you have already scheduled.

If you select the option 'Also show occupied rooms' in the room allocation dialogue, you will also see
those rooms which are occupied in the current period. If you wish to assign one of these rooms you hawe
the following options:

e to remowve the conflicting lesson,
¢ to create a clash or

e to swap rooms.
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17 Allocate/Delete this room %
Lessons: 31: Tu-1 Apply lto »

single perio

period block

Required capac.: 28 all periods of the leszon

Fi1b [30). Clazz Foom 1b

Home raom: R1a Allocate additional room

Current selection of lezzans .
Available rooms

Les. | Teacher Room | Class(es) Coridor  Stat codels) - -
- Rm. Cap. Al Rm Al HEm | Cccupied Room-group  Corridor

| Arist Fia 1a € ¥ O O ]

SH1

SH2

PL

- O
/ -2 v |
v v
R3a v L¥
WS v
Room not available E - v
Ps1 v
ok A Ps2 v
Room not available R1b Tu-1
Interfering lessan: 54
(Class: -
" Dizplace interfering leszon @ o
Create clash v Allocate . x Delete room LCloze

Swap rooms

Don't ghow thiz meszage again.

A change of room allocation can also be carried out in ovenview timetables. For further details, please
refer to the chapter 'Planning in the overview timetables'.

4.211 Change or add teacher

You also have the possibility to add or change a teacher to a period in the timetable. Right-click on the
respective period and in the list you will see the functions 'Change the teacher in the period' and 'Add
teacher'.
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P

.~ la - Class 1a (Gauss) Timetable [Clal)

fa Fiw-7 ds BMe &-& = .

School pear:17.9.2018 - 29.6.2019 -

------ Settings

Cluster-maodle

Period window

Allocate/Delete this raam

De-coupling

Extended de-coupling

Timetable periad: standard format

Tewst for the lesson periad

Students B,

L-Mo. | Tea. Subj. Rm. Zla. :
73 Arist, PEG, EHZ  1a,1hb h
+3 Rub, PER, 5H1 1a, 1h

ange the teacher in the period

Add teacher

Time range: school year

Copy in HTML-format

Change the teacher in the period

If you click on 'Change the teacher in the period', you can select another teacher for this period in the
dialogue popping up under 'New element'. Teachers who are already scheduled for the respective time
are highlighted in red.
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Change the teacher in the period *
Element to replace |Hub -
Mew Elerment O -

o Gausz  Gauss
, -
[ ] For all periads of the lesson o
[] Teacher with qualification for the sul ST
=
Thiz function will create a new lezson <
period-block -
= Rubens
=
ok o
=
=

If, for instance, the teacher is changed in one period of a 5 hour lesson, Untis automatically creates a
new one period lesson with the selected teacher. The 5 hour lesson is reduced to 4 hours.

Add teacher

You can add a teacher via 'Add teacher' to any given period.

Add teacher .

Teacher O -

Gauzz  Gauss

Clazzes

Subject

Roomz

[ ] For all periads of the lezzon

Ao o) o o ) of

[ ] Teacher with qualifization far the sul <3 7-1

Thiz funchion will create a new leszon [with the new teacher] far this
period-block

k. Cancel

Also in this dialogue you see which teacher would basically be available. A new lesson is created and
the added teacher is coupled with the scheduled teacher.
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The following options can be selected in the dialogue 'Change the teacher in the period":

- 'For all periods of the lesson' changes the teacher in the selected period and in all periods of this
lesson.

- "Teacher with qualification for the subject' only appears when you work with the 'lesson planning' module
and limits the selection to those teachers who are qualified for this subject according to the recorded
data.

Planning in the overview timetables

You are not limited to the single timetables for manual planning. You can also use the overview
timetables for classes and teachers. This helps you keep an oveniew of all teachers and classes.

0

7= 1a- Class 1a [Gauss) Timetable (Cla20)
fa  [+]: s-B &5 e -

T | Schoolyear17.9.2018 - 29.6.2019 i

Mondery Tussday Wernesay Thurstay Friday Saturday
1]z ]34 ]s 1z lsfals]e]r]al1z]z]s]s]s]r]al1]z]alals]es]r]a]1]2]z]4]s]s 234

~
@
~
@
o

Class Teacher Subject

L-Mo.  Tes. Subj. Rm. Cla.

7 Ander,DS, (MS)  1a

Gauss, DS, (Ws) 1k
Curie, T, (T#)  1a,1b

‘Elementﬁlter v| ‘C\aZD—CIass 20* v|

The unscheduled periods are displayed as little cards below the timetable and can be scheduled via drag
and drop.

For a better oveniew, you can reduce the display to single classes by selecting the elements you want
from the selection list. Hold the <Ctrl> key down and click on the respective elements. You also can
permanently save these filters. For more details please refer to the chapter Timetable display | Timetable
formats | Ovenview Timetables'.

Change room in overview timetable

As an alternative to the room allocation dialogue, you also can change a room in any room ovenview
timetable. Just drag the period from one room to another. If the room is already occupied, the rooms are
swapped.
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#L

SH1 - Sports Hall 1 Timetable [Roodd)

i I R-B dAes Jlle R-@ .
School year17.9.2018 - 29.6.2019 -
Monday Tuesday Wednesday Thursday Friday

SH1 ‘5H2 FL | SH1 [SH2 | PL | SH1 |5H2 PL |SH1 [SH2 | PL |SH1 |SHZ | PL
1 ey, Rub. My ey
2 | Rub. Rub. | New
3 Rub. ey
4 Rub. Mewy E
5
6
T Mewy.
8 Arist Mew. Rub.
4 b

Element filter w | |Rcuc|44} - Room 40* w

4213 Scheduling half periods

If you do not always schedule full lessons, you will have to decide in which part of the period the half
lesson should be placed.

When scheduling a lesson block (e.g. 1.5 periods) Untis will ask whether you wish to schedule the
complete second period or whether the half lesson should be scheduled in the first or second period.

L Class 1a (Gauss) / Class

[fa I REB ARTELS - OFE & FE da-20 .
L-ko. [+ | Te. UnSched Prds  Per  YrsPrds  Teacher Subject Class(es) Subject room  Home room | Double pers. | Block
11 4,1 2 Hugo  [EE0 1a,10,28,2
7 w23 150 ancer [ 18 e @ 1a-Classta(Gauss) Timetanl 4Py - O x
73 32,2 3 Arist PEG 1a1hb SHz |1a ~lra-B 3R s - »
31 Arist  MA 1
P it N 1a School year:17.9.2018 - 296.2019 v
35 2 allaz hll 1a
39 g AR 1a Mo | Tu | We | Th Fr Sa
45 . 1a
Schedule half periods 1 EM WA | GEc. [ ML hdA, Bl
53 & 2 i
63 Lessons: 7 2 | mu | EN |PEG. | DE | RE | EN
j 3 Bl | AR | MA | EM | EM | MA
h°'e'°e"°d 4 |res | ar | oe | me | oE [oEC
1zt half period
¥ | L-No. _?3 = RE
1 &nd half peniod /l
6
Cancel
7
8 PEG.
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4.3

In the case of a lesson lasting a half period, you must decide whether lesson should take place in the
first or second half of the period.

Scheduling timetable

You can also make manual changes to your timetable in the scheduling timetable. All functions for
manual scheduling described in chapter 'Scheduling in the timetable' are also available in the scheduling
timetable. This tool also provides additional functions for scheduling lesson periods manually. Open the
scheduling timetable by selecting 'Scheduling | Scheduling dialogue | Scheduling timetable' from the

main menu.

=

Start Data Scheduling Timetables Course Scheduling Modules

%} f@? % @ E 2B Classes = [-=5 Reset the timetable
= <3 Teachers - @Locked!ignored lessons
Diagnosis Weighting Optimisation  Scheduling Scheduling Suggested Reports
- - - - dialogue~ swaps~ - H Rooms -

le Lessan sequences

Timetables Tools

Automatic scheduling Mar ==

Window Group 4

The timetable for class 1a will open displaying additional information relevant for scheduling.
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P

~= LesaS3 - 1a Scheduling timetable

- Tiee+ dBAR 200 Ea@e ]
L
IEE;SDHS - E|<1_/ Unscheduled r Information r History ] [ =
=] : Periods;
Les. Uns Time Cla. |Tea. Sub. 5
a3 2 1a Fub DE Al -
unzched.
Laase 3001 b Arst | MA periods
M 2b  Callas DE Only for
DE the active
21 1 4 Hugo |DE weeks
-

L I N o O O R 8

4

L-Mo. | Tea. Subj. Rm.  Cla.
53 Fub,DE,R1a 13

1

You can see the active class (1a) at the top left of the scheduling timetable. The 'Unscheduled' tab lists
all lessons with unscheduled periods. Click on lesson 53 in the list of unscheduled periods. 2 periods are
still not scheduled.

In addition to all scheduled periods, the actual timetable section of the window shows additional
information about the active lesson.

The active lesson in the example is lesson 53 — German for class 1a with teacher Rub. Accordingly, you
see the timetable of class 1a.

If you now wish to schedule a period of the lesson for the 1st period on Thursday, this would prevent
teacher Callas' music (‘(MU') lesson with class 1a. However, this is not the only lesson that would prevent
conflict-free scheduling on Thu-1. A lesson with teacher 'Rub’ is also already scheduled for this slot. The
details window of the scheduling dialogue displays this information, too.

The details window of the scheduling dialogue therefore indicates all lessons that would prevent a
conflict-free scheduling of the currently active lesson.
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431

@ Les:53 - 1a Scheduling timetable » - O x
f1a reayr defs 20 Eaxl@e .
Leszonz -

|53 =] 4 Unscheduled Information History

-

Les. Uns Time |[Cla. Tea. Sub. f

- Wite-2  la Arist FEG
] 1a Rub DE
Active Lesson &2 Zh Callaz MU -

19.9.20
30.6.2M

(] =

Freventing
Lessons We-2

m -~ 0O M = Wk =

ud.
28
23
a1

apecial text  Cluste

8 Rub, CK,R2b (Ps2) 4

Scheduling periods

+ .... Denotes a period of the active lesson

#* .... Locked period of the active lesson (please refer to chapter 'Locking periods')

X.... Fields marked with a small x are already blocked by the teacher, for instance, teacher Rub is
already scheduled to teach class 3a on We-6, which means that lesson 53 with teacher Rub cannot be

scheduled for We-6 without creating a clash.

X.... A capital X shows a coupling involving the teacher.

*x*, *X*, *&*..... A marker with two asterisks denotes locked periods creating a conflict (e.g. the PE
lesson on Thu-7,8 involving teacher Rub). Locked periods cannot be moved by the automated scheduling

tool (see chapter 'Locking periods").
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&.... Denotes periods with several unavailable elements (classes and/or teachers).

- 3.... Some periods, in which neither the class nor the teacher are busy, are marked with time
requests. -3 indicates that it is not possible to schedule in these periods. The reason for this is that
class 1ais blocked due to a time request (see 'Classes | Time requests’).

You can schedule the active lesson in a period if a free slot. You have several possibilities now:

- double click on a free slot

&

- click on the symbol
- press the <Insert> key.

o~ M m | = W R

Room allocation

Click on lesson 21 on the 'Unscheduled' tab. As you can see, some periods are highlighted in purple.

This indicates that the allocated room (and all alternative rooms) are already occupied.

Mo Tu
1 FEG D=
2 Ch DS
3 HI fll)
4 DE + Bl
5 B A
B AR
7 AR
8 PH

Wie
54

M4,
GEC

Th
FH
HI
Ck
+3
CE
+3
FEG
FEG

+

Fr
B
A
RE
GEe

1A
hl A
DE

For purposes of clarity, the colour codes defined in the master data and displayed in the scheduling

2

timetable can be deactivated by clicking on 'Show lesson colours'
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43.2

433

434

43.5

43.6

43.7

Locking periods

Lock scheduled periods by clicking on <Lock period> if you wish the scheduling tool to ignore them
during the optimisation run. The locked lesson will now be marked with asterisks (#, *x*, *X) and
cannot be mowved by the optimisation tool.

]
Swapping periods
Find a suitable swap partner for a period on the same class timetable by dragging the period away (hold
down the left mouse button). Every period on the timetable suitable for swapping will be highlighted in

green and marked with a double arrow. Drop the period in a slot of your choice and confirm the move by
clicking on the option '2 swap' and the swap will be carried out.

Scheduling periods with clashes

As a rule, Untis assumes that each teacher, class and room can only be inwlved in a single lesson at
any one time. The software displays a warning whenever you are attempting to schedule an element
(class, teacher, room) that is unavailable for the period in question.

In a similar way to scheduling in the timetable, lessons can also be scheduled with collision (see chapter
'Scheduling in the timetable | Scheduling with clashes').

Deleting periods

Deleting periods Delete scheduled periods by selecting the period and clicking on <Delete Period>
or by pressing the <DEL> key. The lesson will appear in the 'Unscheduled' window again. Alternatively,
delete the active lesson with a double click.

Allocating rooms

Use the button <Allocate / Delete this room> to allocate a room to a specific period or to delete (or
change) rooms already allocated. You can call this function from the timetable, the scheduling timetable
of the scheduling dialogue.

Undo

Each planning step carried out in the timetable or the scheduling timetable is logged on the 'History' tab
and can be undone — step by step — using the <Undo> button. Clicking on <Delete list> will delete all the
planning steps shown in the list and the entering of the new planning steps starts again.
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4.4

441

4411

A

77 Les:54 - 1b Scheduling timetable

|-||;. ~|;EBRF G 8 Qs %@@ﬂ'ﬁ' -
L
IETSDHS - % 4 Unscheduled T Inf::urmati::nrl/ Histaory ] b :
Les. Time |Tea. |Cla. | Undo |
54+ Fr5 Rub  1b | Deletelst |

19.9.2018 - £

30.E.2019 - Mo5 Rub 1h

45 + Th-5 |Mobel |13
45 - | TuS  |Mobel [1a

DE

All the functions described in chapter 'Scheduling timetable' can also be called from the scheduling
dialogue.

The scheduling dialogue

The scheduling dialogue provides functions for placing and moving periods manually. Similar to a peg
board, the periods of the week are arranged in columns next to each other and the single elements
(teachers, classes, rooms) in rows below each other.

General

The following example provides an owverview of the type of information displayed in the scheduling
dialogue

The selection field

The selection field of the lesson shows from the view of which lesson information is displayed. In this
case it is lesson 11.

L1 esiid Scheduling dialogue
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. unzched.
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[ Multi-Cirag 74 " 4 Hugo | DE the active
ek
w

Instead of entering a lesson number you also can search for a lesson in the selection field. By entering a
class, a teacher or a subject, you will find the respective lesson. So if you, e.g. enter '1a’, all lessons of
class 1a will be shown, if you enter 'DE', all German lessons will be shown.
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4.41.2

4.41.3

4.41.4

Tabs

The tabs provide information on:

- 'Unscheduled' gives you an ovenview of all unscheduled periods.

- 'Information’ provides additional information on the active lesson such as the number of unscheduled
periods.

- 'History' shows the last changes. You can undo single steps of your scheduling.

- 'Chained swaps' provides you with additional options for swapping periods in the scheduling dialogue.
For more information please refer to the chapter 'Swapping periods | Chained swaps".

The individual tabs of the scheduling dialogue can be arranged side by side by clicking the two arrows.
This makes better use of the timetable window space and helps keeping the oveniew.
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Delete list
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The period details window

The lower section part of the scheduling dialogue shows information relating to the active lesson. This
corresponds to the display of the period details window in the timetable. Please refer to chapter
Timetable display' for a detailed description of the fields.

The centre section contains details on all the classes, teachers and rooms involved in the active lesson
for the entire week

Timetable window

In the timetable window you see all elements involved in a certain lesson grouped according to elements.
There is, for instance, a totals row for all classes inwolved in this lesson. In this totals row you see a
period marker like in the scheduling timetable. For more detailed information regarding the period marker
please refer to the chapter 'Scheduling timetable | Scheduling periods'.

When you click on + at the beginning of the totals row the dialogue shows all elements involved. In our
example, classes 1a and 1b are involved in lesson 7.
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The same principle holds true for teachers. Provided that you have defined alternative rooms in the
master data, Untis shows the respective room and its alternative rooms in the scheduling dialogue when
you expand the room window. The totals row shows how many rooms are free. '2/5' means that 2 of 5
possible rooms are free at that time.

Monday
112 3 4 58 6B T 8

& & & & & -3 -3 -3
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1 1b K
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| 2h [ L

3a 3a 4

Tip: Space saving display for lessons with only a few elements

Check the box 'Do not show the totals if there is only one additional row' via the settings of the
scheduling dialogue. This view is clearer for displaying lessons when e.g. only one teacher is involved,
since the totals row will not be shown.

The+in the first line shows that lesson 11 is among others scheduled for Saturday, period 4.

If a slot is free in the grid this means that this element (teacher, class, room) can still be scheduled at
this time. In our example Fr-5 in classes 1a and 1b is still free. You can double check this easily by
referring to the class timetable.

In the line of the lesson you see <!1!> for this period meaning that this position is a good slot for this
active lesson would. <!1!> is the best suited available slot, <!2!> second best and so on and so forth.
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Respective time requests for the lesson and for all elements involved are shown in the defined colours. If
a time request has been defined for a teacher in the master data, then it will be shown in the teacher's
line.

If there are unspecific time requests, they will be shown in a different colour, depending on your settings
for time requests. In our example the unspecific time request is highlighted in purple:
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Tip:
A time request defined in the master data or in the lesson can be deleted in the scheduling dialogue by
clicking on <Delete period>, by pressing the <Del> key or you can change it in the time request window.

44.2 Scheduling functions

In the scheduling dialogue sewveral functions are available for you:

Scheduling periods

Deleting periods

Scheduling periods with clashes
Moving periods with drag & drop
Undo

Allocating rooms

Activate new lesson

Locking periods

Optimisation

Assessing the active time slot
Replacing teachers
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4.4.21

4.4.2.2

4.4.2.3

4.4.2.4

Scheduling periods

Scheduling periods Schedule periods using one of the following options:

e By double clicking on a period

e By clicking on the button <Schedule the period>@
e By pressing the key <Ins>
e Via the context menu (right mouse button)

e Using drag & drop in the grid view from the list of unscheduled periods or from the lesson view
Deleting periods

Delete (i.e. de-schedule) periods using one of the following options:

e By double clicking on an active period

e By clicking on the <Delete period> button E&
e By pressing the <DEL> key

e Via the context menu (right mouse button)

e Using drag & drop in the period details window

Deleting periods of a row

Click on <Delete periods of one row> if you wish to delete the entire timetable row of a particular element
(e.g. class 1a).=.

Delete, Activate lesson

If you want to delete a non-active period and re-schedule it immediately, click on <Delete, Activate
Lesson> - - This unschedules the lesson and automatically activates it so that you can schedule it in a
different slot straight away. Alternatively, use the key combination CTRL+X

Scheduling periods with clashes

Untis will warn you if you attempt to schedule a lesson that is already occupied by another class,
teacher or room. In this case, perform a clash as described in chapter 'Scheduling in the timetable |
Scheduling with clashes'.

Moving periods with drag & drop

Periods in the scheduling dialogue can be moved in the same way as periods in the timetable and the
scheduling timetable.

Click on a period in the scheduling dialogue and drag it away holding the left mouse-button pressed.
All periods where the lesson can be scheduled are highlighted green in the lesson row.

When the arrow passes over a scheduled period, the details of the lesson automatically appear in the
period details window.

For purposes of clarity, red arrow markings show the possible slots in the timetable where the lesson
can be moved. This enables you to see at a glance if the move would be advantageous for classes and/or
teachers.

Drop the period in a suitable slot by releasing the left mouse-button.
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4.4.2.5

4.4.2.6

Periods marked with the @ Wicon are available for swapping.
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Undo

Undo each planning step carried out in the timetable or the scheduling timetable is logged on the
'History' tab and can be undone — step by step — using the <Undo> button. Clicking on <DEL> will delete
all the planning steps shown in the list.
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Changing and allocating rooms

Use the <Allocate/Delete room> option in the context menu of the scheduling dialogue (accessible via
right mouse-click) to open the room allocation dialogue or press CTRL+R. The functionality of the room
allocation dialogue is described in chapter 'Scheduling timetable | Changing and allocating rooms'.

When the cursor is placed in the room row under the active lesson and you click on the <Allocate/Delete
this room> button, the room already allocated is deleted immediately and replaced with the designated
room.
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4.4.2.7

44.2.8

44.2.9

4.4.2.10

|

If you want to change a room in the scheduling dialogue you just drag the period in the rooms scheduling
dialogue into the respective line.

Activate new lesson

Place the cursor on a lesson and click on the <Activate lesson> button to activate it. Alternatively, use
the key combination <CTRL>+<ENTER> or double click on the lesson you wish to activate.

Locking periods

When you click onlflthe cursor-selected period will be locked (or unlocked). Locked periods will not be
moved by subsequent optimisation runs. Locked periods are marked with an asterisk (*) in the element
row in the scheduling dialogue.

You can also highlight an entire area in the scheduling dialogue and then click on <Lock period> to lock
all the selected periods. The same function is available via the context menu accessible by clicking the
right mouse-button.

Optimisation

This function allows you to start the optimisation process from the scheduling dialogue.

The timetable is locked conditionally. When a timetable is locked conditionally, the periods already
scheduled will not be affected by the placement optimisation process. The optimisation tool will only
place unscheduled periods. The subsequent swap optimisation tool, however, may swap all the unlocked
periods.

A timetable is calculated using strategy A.
Assessing the active time slot

This function assesses all the periods of the week to determine their suitability for scheduling at a
specific time.

Position the cursor on a free period of the class and click on the #Ibutton in the scheduling dialogue
toolbar. The slot for which a lesson is looked for is indicated by the ®Jicon in the lesson row.

The software now assesses all the periods of the week to determine their suitability for scheduling in the
selected time slot. The assessment results are displayed in the lesson row. The lower the value, the
more suitable the time slot.
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4.4.2.11 Replacing teachers

Use this function in the scheduling dialogue to replace one teacher with another.

Activate a lesson and click on >, A dialogue will open where you can change the teacher for the

lesson.

The left pane of the window displays the teacher(s) of the active lesson. The right pane displays all the
teachers available (based on their own timetables) to take on ALL the periods of the active lesson. The
following additional details are provided to facilitate the decision-making process:

Per/Wk: Number of periods per week taught by the teacher

UnSc: Number of unscheduled periods

Subject: Teacher already teaches this subject.

Tea. Qual. Teacher is qualified to teach this subject

The example shows that 'Ander’, 'Arist' and 'Curie' could take the lesson. However, only 'Ander' has the
qualification for the subject. Click on <Assign tea.> to assign the teacher to the lesson.
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If you check the box 'Show teachers with clashes' all those teachers will be shown for whom changes in
the timetable needed to be done in order to be able to assign them to this lesson. In this respect it is
important to know how many clashes needed to be solved and when the clashes are.
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443

4.4.31

4.4.3.2

4.4.3.3

4.4.3.4

4.4.3.5

4.4.3.6

Display functions
The functions described below can be used to change the scheduling dialogue display.
Displaying all teachers of a class

If the cursor is placed in a class row the timetables of all teachers inwlved in this class will be shown

when you click the Te<Teachers of this class>button. Teachers not assigned to teach a class in this
period are listed first, followed by uncoupled teachers.

Place the cursor in a teacher row to display the timetables of all classes in which the teacher is involved.
Display all classes, teachers and rooms

Use this function=+to display all classes, teachers and rooms in your school in the timetable rows of the
scheduling dialogue. If you only wish to display classes, hold down the <SHIFT> key when invoking the
function.

Place the cursor in a teacher row if you want all the teachers to be listed first (under the active lesson).
In the same way, place the cursor in a room or class row if you wish to list rooms or classes first.

Display a 2nd lesson

This function displays not only the active lesson, but also the lesson on which the cursor is placed. The
function 'Display a 2nd lesson'&also allows you to display additional information on the cursor-selected
lesson.

Deleting rows

Use this function32to delete all the rows in the timetable window below the cursor position. Please note
that the active lesson will still be displayed on the screen.

Show lesson colours

The colours defined for master data elements and individual lessons can be activated and deactivated
using the <Show lesson colours> kﬁbutton.

Window logic

Like most functions in the Untis application, the scheduling dialogue communicates with all other
windows.

Synchronisation

When you open a lesson view (or a timetable) and select a lesson, the scheduling dialogue automatically
displays the active lesson and, vice versa - the lesson window and the timetable always show the lesson
selected in the scheduling dialogue.

Locking the view
Activate the button <Keep the source lesson> to lock the display of the scheduling dialogue."\.

Window in the background

As a rule, you can bring a window to the front (i.e. activate a window) by clicking on any part of the
window. The scheduling dialogue allows you to suppress this behaviour by activating the option 'Window
in the background' under <Settings>.

';;3’}
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4.4.3.7 Settings

This function provides various settings affecting the layout of the scheduling dialogue.
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Here you define general settings such as font size or the size of the cells, which you actually could also
adjust by enlarging the columns or the cells with your mouse. With <Selection range> you define how
many periods are displayed in the scheduling dialogue. If, e.g. you have 11 periods in your time grid you
can define here that only periods 1 to 8 are shown. This function helps you to use your screen more
efficiently.

In the area 'What do you want to show in each cell?' you define what kind of information is shown in the
cells of the different elements. In the class cells, for instance, the subject is displayed.

Work place specific settings

When using the Untis software on two different computers (e.g. at school and at home), you will rarely be
working with two identical systems. Differences in hardware (screen display, graphics cards etc.) can
necessitate annoying and time-consuming adjustments when switching from one system to another.

Your individual settings for the scheduling dialogue (e.g. font size, column width etc.) are therefore saved
locally on your computer in the views.ini file. This saves you the trouble of having to re-enter your settings
when opening the file on another computer.
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4.4.3.8 Displaying a particular element

For accessing the timetable of any element (or lesson), simply enter the name of the element or the
lesson number in any part of the timetable window and press <ENTER>

The example shows that the short name of Sports Hall 1, SH1, has been entered and consequently the
room availability is shown.

Monday
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= Les. 11
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=

This additional line is now displayed until you close the scheduling dialogue or you click the <Hide
selected rows> =button.

444 Shortcut keys

You can activate most scheduling dialogue functions also by shortcut keys, i.e. without the use of the
mouse.

Use Ctrl +tab to switch between individual windows in Untis.

In the centre section of the scheduling dialogue, use the cursor keys to control the cursor. Additionally,
the following key combinations are also useful:

Home: first period of the week
End: last period of the week

Alt +<right arrow>: same period next day
Alt + <left arrow>: same period last day

Various scheduling dialogue functions can also be activated using the following shortcut keys:

Insert: schedule period

Del: unschedule period

Ctrl + <X>: delete, active lesson

F7: lock period

Ctrl + <ENTER>: new active lesson
Ctrl + R: room dialogue

Ctrl + Shift + Enter: 2nd active lesson
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44.5

4.5

451

45.2

Multi-timegrid

If you are using different time grids, the display in the scheduling dialogue depends on the active
lesson. . The time grid of the active lesson is also the active time grid. Periods of the active time grid that
are completely or partly blocked by periods of the other time grid are marked with the symbol O This
applies to the scheduling timetable, too.

Swapping periods

It can happen that you want to place a lesson on another position even if this means that another lesson
needs to be shifted to another place. The second lesson, which needs to be re-placed, either needs a
free slot in the timetable of the elements involved or it will remove yet another lesson from its position.
This chain of events will continue until a suitable slot has been found for every lesson.

Untis supports this intuitive scheduling method by chained swaps which can be carried out directly in the
timetable by clicking on ‘Suggested swaps’ or ‘Chained swaps’.

Suggested swaps

This function offers swap suggestions for a cursor-selected period on a class timetable. To this end,
Untis evaluates the timetable based on your weighting settings and indicates if the quality of the
timetable will get better or worse.

Open this function by clicking on the <Suggested swaps> button in the scheduling dialogue. 5&

These functions are described in the chapter ' Scheduling periods in the timetable | Suggested swaps'.

Chained swaps

The chained swaps function is accessible from the <Chained swaps> tab in the scheduling dialogue.
1.  Open the file demo.gpn, the scheduling dialogue and a class timetable.
The aim of this exercise is to swap the cursor-defined lesson (lesson 38, Callas, MU, 2a) with a lesson

in a different slot.
2. Start the swap chain by clicking on <Start> on the 'Chained swaps' tab.
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The lesson row now displays a series of number symbols in some of the cells in the time grid. The lower
the value, the better Untis evaluates the position. Two exclamation marks after the number (e.g. 2!)
indicate that a swap to this position would displace a lesson already scheduled for this slot. One
exclamation mark before and one after the number (e.g. '1!) indicate that a swap would not cause a
displacement of another lesson, completing the swap chain.

You wish to move lesson 38 (Callas, 2a, MU) from Mon-1 to Tue-1. This will displace one period of
lesson 41 (Callas, 2a, AR).
3. Position the cursor on Tue-1 and click on <Swap>.

The original period of lesson 38 has now been moved to Tue-1. The change is also reflected on the
timetable Lesson 41 with one displaced period automatically becomes the active lesson.
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Again, Untis marks suitable swap positions with numbers displayed in the lesson row.
If you are dissatisfied with the swap results, you can undo individual steps of the process or even the

entire swap chain

dndo

1 step

Al stepz

You now wish to schedule the displaced period of lesson 41 for Sat-1 The1lindicates that this will not
displace any further lesson and the swap chain will be complete.
4, Position the cursor on Sat-1 and click on the <Swap> button.

Lesson 41 (Callas, 2a, AR) displaced from Tue-1 has been mowved to Sat-1. The swap chain is now
complete.

Please note that function 'Chained swaps' only supports swaps that do not result in a significant
decrease in timetable quality (based on the weighting settings you have entered). This means that only
the swap partners identified in the lesson row can be used for swapping.
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5.1

5.2
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Timetable Display

Timetable display

When the timetable is complete, the information needs to be presented in a clear and unambiguous
fashion. Untis offers a number of different timetable layouts and numerous timetable display options. The
following chapter provides an ovenview of predefined timetable displays and shows the different methods
of shaping timetable layouts to suit individual requirements.

Window set-up

You can open ready-made timetables for classes, teachers, rooms and subjects under Timetables' in
the main menu. You can also display timetables for individual students when using the Student timetable
or Course scheduling modules.

Basically, a timetable window consists of the tool bar and three separate sections: the information
window at the top, the actual timetable in the middle and the period details window at the bottom.
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#21 9a - Class 1a [Gauss) Timetable [Clal)

[ta “ru-F AR5 BB

“* | School year:17.9.2018 - 23.6.2019

v

30 Periods/week
0 Unscheduled prds.

Diate range
17.9.2018 - 29.6.2019 100 Zoom information

timetable

1
2
3
4
5
6
[
8

L-Mo. | Tea. Subj. Rm. Cla. Time Schoolweek Stud. Specialtext Cluster Linetext-2  Student group
33 Arist, EN,R1a | 1a 2-4 28
+3 details window
|Cla1 -Class 1 w
Toolbar

The toolbar is usually located at the top of the window, but can be mowved to any window edge — right, left
or bottom — and can even be dragged out of the window altogether. You can also remove unwanted
buttons from the toolbar ('Add or remowve buttons' option).

"'- 1a - Class 1a [Gauss) Timetable {Clal)

School year17.9.2018 - 29.6.201 =% All elements of the l2sson
Add or Remove Buttons Bl @ Resize the window
-3 | S I F I v a Allocate/Delete this room
-l B_ Lock Period <F7=
&% Undo changes

0y (ﬂ Show lesson colours
v W ook Type
v & Lockthis display
v % Settings

bl E‘ Other element in period

! @ Mext element in period
Clal - Class 1* v| =

¥ @@ Suggested swaps

L
mn
|

All elements of the lesson
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5.21

Pop-up windows

Let us assume that have opened a class timetable and perhaps now wish to view the associated teacher
timetable or wish to make a small change in the relevant a lesson window. You can use the two arrows
at the top of the screen to quickly open and close these windows.

For example, from a class timetable you can click on the right arrow to open a teacher timetable and the
left arrow to open a lesson timetable for classes.

. Class 1a (Ga s T TS 4 = 2 @ Hugo - Hugo, Victor Timetable T.. - O X
fe [~: PENR ATES % 0FE as 2| ~:u0-7 AAEE | e ~:e-m 8as @ >
L-No. |+ CI.T UnS¢ Per | *frsPrd: Teache Subject Class(es) Subject roc Homeroom | Doublef ¥ | School year:17.9.2018 - 29.6.2019 @ ¥ | Schoolyear:17.9.2018 - 29.6.2019 v
11 41 2 Hugo [S= 0 1a1b2s2b Ria

7 @23 2 ander NN 1= WS Ria 11 Mo | Tu lwe | Th | Fr | sa |*
73 |m22 3 arst  |PEB | 12,10 SH2 Ria

3 5 Arst  [MA- - 1a Rla = | 1| =] = 3b

ES 5 st BN 1a Rla vy = A A

35 2 Callas MU 1a Ria 2 b - 4

39 2 Callas AR 1a Ria 1-1 a |LH

46 _ 2 vobe [N 1= Ria N a

Information window

The information window in the upper section of the timetable shows useful information for timetable
planning and the date range of the time table.

Information

For the respective element the number of weekly periods according to lessons and the number of
(weekly) periods which are not scheduled at the moment are displayed.

Text and description of the master data are reflected in the timetable. In the class timetables also the
class teacher (form teacher) of the respective class is displayed.

e Arist - Aristotle Timetable (Tea-Diag) 4r - O x
ft viw-F ARs BMe &-@ = .
“* | Schoolyear:17.9.2018 - 29.6.2019 v

26 Periods/week Date range

1 Unscheduled prds.

Permanent Teacher  17.9.2018-29.6.2019 100 Zoom

#

4 Teachers / Teacher

— Pt -] MEMNRRT #58 @
Mame | Surname Description | Room |NTPs target | Periods/day | »
Gauss Gauss HM 0-3 2-8
1 MNew |Mewton |Perm -1 45
Hugo Perm -1 47
2 Perm 01 46
Aristotl Perm 01 48
Callas Callas Cont 01 48
Mobel |Mobel Cont 01 45
Rub |Rubens |Cont 01 47
Cer Cervantes Cont -1 47
Curie | Curie Cont -1 47 W
< >
|Tea—Diag - Teacher-Diagno
- Teacher (Tea)* w
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Time range

The time range of a timetable can be found on a respective week, the selected term or on the total
school year. By clicking on the calendar icon you can select the time range.

Tip: time range term

If you are working with terms it is recommended to set the time range of the timetables to Term'. It will
always display the time range of the currently selected term and no misunderstandings will occur, e.qg. if
the term shows the second term and the timetable is set to a week in November.

#{

TZ Arist - Aristotle Timetable (Tea-Diag)

pe  [~cw-@ HR s DM B-@ = .

“* | School year:17.9.2018 - 25.6.2019 -
26 Periods/week Date range : .
1 Unscheduled prds. P

Pemanent Teacher ~ 17-9.2018-236.2013 »  Time range: school year

Tip: Change of time range
The time range can also be changed by using the key combination <Ctrl+D>.

5.2.2 Timetable window

The middle part of the timetable window shows the actual timetable for the active element The display
offers a variety of different settings and options that allow you to customise it to suit your individual
requirements. Please refer to chapter 'User-defined views' for a detailed description of these settings.
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#

'- 1a - Class 1a {Gauss) Tlmetanua-... - O =
|1ﬂ - :ﬂv@ Ea—t

T | School year:17.9.2018 - 29.6.2019

We

Th Sa

GEc. | MU & Bl

PEG. OE RE EN

3 BI MA | EN | EN | MA
AR
4 | PEG. DE | MA | DE | GEc

Tea-Diag

Tea-Diag - Teacher-Diagnose®

Clicking on a (scheduled) period on the timetable activates the period and causes the cell to be outlined
in red-yellow. All other periods associated with the active lesson are highlighted in blue-yellow. If the
display of colours in the timetable has been deactivated (colour palette icon), the active period will be
displayed in pink and the other periods associated with it in light blue. This shows you at a single glance
how the periods of this lesson are distributed throughout the week.

Resize the window
This function adjusts the window frame to the size of the displayed timetable window.

Note:
The buttons <Lock period>, <Undo>, <Allocate/Delete room> and <Suggested swaps> are intended for
performing manual changes to the timetable and are therefore described in chapter “Manual timetabling'.

Change size

You can easily change the size of timetables in the timetable window. Drag the dividing lines between
the columns to the right to make the column wider or to the left to make the column narrower or drag the
dividing line between the rows in order to adjust the height by dragging the boundary to the height that
you want.
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il 1a-CIass1a[Gausn'u1et... N i I 4

[1a T u-B dfs T

Pl

T ‘Ia-CIass‘Ia[Gausn'umt... - 0O =

[ta I cw-B dfs T

ﬂ School year:17.9.2018 - 29.6. 2015

ﬂ School year:17.5.2018 - 25.6.2015

-1 1 | [ |

[1]
2 KU
:
4
5 RE

6 ]

We

GEc.

Tea-Diag - Teacher-Diagnose*

Tea-Diag - Teacher-Diagnose* =

¥

" 1a-CIass1a[Gausn'u1et... - O =

1 ~ -3 EA s 7
~
|

Tab

School year:17.9.2018 - 25.6 2015

Mo | Tu ([We | Th | Fr

By clicking the button <All elements of the lesson> in an individual timetable, tabs will be displayed
which show all classes, teachers and rooms inwlved in a lesson. Click on a tab and the respective

timetable of the element will be shown.
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"L 1a - Class 1a [Gauss) Timetable (Tea-Diag)

Tea-Diag - Teacher-Diagnose* -

5.2.3 Period details window

Since there is often not enough space in the individual cells of the timetable to display all the relevant
data for the active period, Untis provides a third window for the display of such information — the period
details window. The font size used in the period details window can be changed via <Settings>. The

period details window provides details on the currently active lesson.

Font size in %:
Details window: 100
Coupl. legend: 100

Heading: 100
&

L-No.
In the example the 'L-No.' column shows lesson number 82. Below the lesson number, you will see the

time request entered for the active period under 'Classes | Master Data' ('+3').

7 AR
8 | PH
L-Mo. | Tea. Subj. Rm. Cla. |Time School we
82 Ander, MA, (Ps2) 4 1-41
+3 Gauss, MA 4
Total

Tea. Subj. Rm.
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The second column shows all the teachers, subjects and rooms involved in the lesson. The period details
window displays one row for each coupling.

If the optimisation tool has allocated a different (alternative) room instead of the home room entered for
the lesson, the name of the home room is shown in parentheses. The example shows that room Ps1 is
the room entered for the lesson, but the actual scheduled room is the alternative room R1a.

7 Bl

8

L-Mo. Tea. Subj. Rm. Cla. Time Schoolweek Stud. Special te
30 Arist, MA, R1b(R1a) 1b 2-41 29
+3

Cla.
This column displays the class(es) involved in the active lesson (classes 1a and 1b in the example).

8 PEG.

L-Mo. | Tea. Subj. Rm. Cla. Titme | School v
73 Arist, PEG, 8H2 | 1a,1b 1-41
Rub, FEBR, SH1 1a,1h

Time
The 'Time' column displays time restrictions and/or periodicities — a particularly important function for use
with the Multi-week timetable module For instance, the GA lesson in the example takes place on a

fortnightly basis in weeks of type A.

| B

L-Mo. | Tea. Subj. Em. Zla. Time  Schoolweek  Stud.
73 Arist, PEG, (SH2) Ta, 1h [AWA | 2-11
+3 Rub, PEB, SH1 1a,1h |BYWB

Clal - Class 1* ~

Students
Shows the number of students entered for the lesson or elective subject (for use with the Course
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scheduling module) Lesson 6 in the file demo.gpn, for instance, contains the student numbers for the
individual special classes.

L-Mo. | Tea. Subj. Bm. Cla. Time Stud. | Special text
31 | Arist, WA, R1a 1a 28
+3
L4 >
Clal - Class 1 w

Special text

The column 'Special text' contains the text or the description entered for the lesson, and the line text
entered in the lesson details window. Lesson 6 in the file demo.gpn, for instance, contains the
description 'Special Lesson'.

Line text-2

In addition to the line text, the 'Line text 2' field in the form view of the lessons window can be used to
define a second, independent line of text. In the example, a line text has been defined (‘Beginners' and
'‘Advanced') for each of the coupling lines with the subject EN (English).

Hide and show columns
Individual columns can be hidden or shown in the period details window. Right-click on the heading row in
the period details window and deactivate the desired column.

L-Ma. |Tea. Subj. T Dl Cabemsbenssle Btud. | Clus
73| Arist, Spor | TN ‘
Rub. Spor +  Tea. Subj. Rm.
~  Cla,
< Time >
~  School week e
«  Stud,
Special text
" Cluster
Line text-2
~  Student group

Tip

Columns displayed in a timetable period details window are printed in the legend when the timetable is
printed. If the legend takes up too much space in the printout, you can simply hide columns them in the
corresponding timetable view.
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5.3

Timetable interaction

Timetables can be called up manually or set to open automatically (if desired) when an element is
selected in a different window The automated function means that you will always have up-to-date
information on the screen without having to search for it.

Communication between timetables

Open the file demo.gpn and call up a timetable for classes, teachers and rooms, and arrange the
timetables next to each other. Click on Monday, period 1 ('E') in the timetable of class 1a. As you can
see, the teacher timetable automatically switches to the timetable of the teacher involved in the lesson
(i.e. Aristotle, 'Arist") and the room timetable switches to the room allocated to this lesson (R1a’).

@ 1a-Class1a(Gauss) imet Ul . - 0O x
1 -7 AaEMe
School year:17.9.20018 - 29.6.2019 -

@ arist - Aristotle Timetatd P2ty - O x

it ~lra-B H3As B2

Mo

1
o /’ School year:17.9.20018 - 29.6.2019 b
3 .
L B1a - Class Room 1a Tlnule
4 " p— -
Ria T EH-BP Eas B>
5 1 1a
6 2 1 Schoaol year:17.9.2018 - 29.6.2019 -
3
7 Mo Th | Fr | s:
8
5 B 1 Arist | Arist [ RUERS Callas| Arist | Ce
5 = 2 t:anas-_iiié_t_ Nobel
7 3 Car
8 1 4 |Hugo
< p 5 | new JRGE]
Clal - Class 1 6 Cer
T
Ander.
8
1 4
Rool - Room 1 e

Clicking on the coupling row in the period details window also synchronises all other open timetables.
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@ 1a-Class 1a(Gauss) met Ul . - O x
Ta ie-7 A

School pear17.9.2018 - 2§

e Curie - Curie, Marie Timeta‘;-’_'ean - O x

Mo | Tu
Curie - .- F . o/
EmM Bl School year:17.9.2018 - 296, 3l R
School pear: 1792018 - 29.6 2019 -

bl EM
Bl

Mo | Tu Wy
[

AR

D)~ B| A B W=

X

Gayss LS W

1
2
3
4
5
6
7
8

|Tea1 -Teacher 1 e

Teal - Teache
>
|

|Cla1 - Class 1

Communication with other windows
Open a class timetable and the master data window for classes. Click on a class in the master data
window and you will see that the timetable automatically switches to the timetable of that class.

The same occurs when you switch elements in a lesson window or in the element-rollup (‘Customise'
under 'Settings | Miscellaneous").
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@ 3a_Class 3a (aristotle) Tm¥aP2 (. - O x
3a Y- dAMe 7
¥ ol year:17.9.2008 - 23.6.2019 [i? -
@ Classes / Class N
Mo Th | Fr | Sa
3a | F e
A4 1 HI
MName  Full name Room | kain 2 ClaSS X
la  Clags 1a (G Ria Mame | Full name Floom T
b Class yflfewton) Rib 3 =
Za | ClgS% (Hugo) R2a 4 1a Class 1a [Gauss) Rla
b f lass 2h (Anderzen) R2b 5 1b Clazs 1b [Newton) Rib
(55 ) Class 3a (aristotie) Ria
b Claszs 3b (Callasz) P 6
4 |Class 4 (Nobel) P32 7
8 3
hd Clas) | | -No. Tea. Subj.Rm. Cla. Sthoo 2
a6 Ruhb, HI, R3a 3a 1-41 ——
+3 S
lerment-Follup \ ] i B
Activate double click —
| Update elements )
J

Locking timetable types “

In the previous examples, the type of timetable was always locked. Open the file demo.gpn, a teacher
timetable and call up the window Teachers | Master Data'. In the master data view, click on one teacher
after another. The timetable window always shows the timetable of the currently selected teacher.
Clicking on a class name in the window 'Classes | Master Data', howewer, has no effect on the timetable
view, i.e. the type of timetable — here the 'teacher' timetable — remains unchanged.

&

Unlocked timetables

Deactivate the type locking function by clicking on <Lock Type>. Switch between teachers, classes and
rooms in the master data views. You will see that the timetable always displays the active element,
irrespective of the type of element (classes, teachers, rooms or subjects). The displayed element
changes, as does the type of displayed element.

Tip

Unlocked timetables are particularly practical when used together with the diagnosis tool, since this
allows the user to switch rapidly between teacher and class schedules without having to open a second
timetable window. You can read more about diagnosis in chapter 'Diagnosis'.

Locking elements
Lock the timetable of a selected element — for instance a specific teacher — on the screen by 'pinning' it
to the screen using the <Lock this display> button When a timetable is locked with two pins, the
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54

displayed element does not change.

Timetable formats

Untis offers over 50 different predefined timetable layouts. The layouts are accessible via the tab
Timetable'. You can choose between 'individual timetables', 'Ovenview timetables' and timetables for
'several weeks'.

—~ e B B EE|-

Start Data Scheduling Timetables Course Scheduling Fodules

EwW F=EE BB D@

Portrait Landscape  Portrait Landscape Multiple Individual Owverview List of Timetable Settings
< < = = elements - T~ T~ periods = formats

Individual TTs Overview TTs Several weeks

By clicking on the button 'Timetable formats' all formats are listed.

B

Timetable
formats

Each timetable layout has a unique short and long name. Click on <Show the TT > ® or double click
on the full name of a format to open the timetable.

Standard format
The timetable format which is set as standard is the format which will open with some of the predefined
window groups - e.g. by clicking on <classes> of the 'Start' tab.

Timetables in the menu
In addition, you can specify which timetables you wish to include in the menu, i.e. which timetables you
wish to be able to access quickly.
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File Start [Data Scheduling Timetables Course Scheduling Modules

T ER I B ® @
I | Aid
I Weighting -

Classes Teachers Rooms Subjects o Scheduling Multiple Departments  Setting

- - - - Optimisation = - terms - -
28  Master Data Scheduling tools
Eg Lessons % Formats / Timetables
[BE Alllessons ST R
Eg Class timetable portrait M ame Full name Standard | Ih menu
B@ Class timetable landscape TeaDiag Teacher-Diagnose ]
g Classes overview portrait Cla-Subst Clazs Vertretung ] ]
z e T Cla-Driag Clazz-Diaghosze ] ]

Cla-HTHML Clazzes HTML

28  Student groups
L) Time requests

Window Group 4

Tea-HTHML

Teacher 1
Cla Clasz 1
Rool Roor 1
Shul Studentz 1
Tea-1 Teacher 1

Teacher HT —

B

ORER OO
I

As a standard the predefined formats are displayed for all types of timetables. However, you can also
view only one single element (class, teacher, etc.).

Y Formats / Timetables

Individual timetables

s [ @3

I ﬁ?l All Standard | |In menu
| 88 Class jagnoze ]
| <3 Teacher &tung [] [
I H Room jluse D D
I _ [ML
'H subjec !

ThL ] ]
| a 5tuder1lt iL ] H
Teal Teacher 1 ] ]
Clal Clazz 1 ] |

Individual timetables always show the timetable of one single element (class, teacher, room, subject,
studen). You can choose between portrait (weekdays at the top) or landscape (weekdays in the rows)

format.
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@ 3a-Class 3a (Aristotle) Tm¥P: (. - O x
[ re-B ARBEEe 7

School year17.9.2018 - 29.6.2019 -

"‘ 3a - Class 3a [Aristotle) Timetable [Cla1n u
P o7 AaBBe &6

School year17.9.2018 - 2962019 -

individual timetable in
portrait format

|Cla1 - Class 1

Cla10 - Class 10 v

Individual timetables in portrait format always have the number 1 in their name- e.g. Cla1 or Cla1A,
individual timetables in landscape format always have the number 10 in their name- e.g. Tea10 or
Tea10A. The short name of the formate is displayed in the title bar of the timetable or you go to
<Timetable-Settings>, tab 'General'.
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-

& Layout 01 - Individual timetable with days across the top =n ol =

n range Layout 1 Layout 2 HTRIL [+
Yiew: Clal - Clazs 1 Fant size in
Ly Bl timetable with daps  Details window: — 10(

Layout across the top
Arial 9.0 Coupl. legend: 10c

Font

Heading: 10c

Calumn heading Day names heading

Faw heading Penods heading

Period window Contentz [fields] of a teaching period

SR Heading far individual . .
Heading individ. TT Tl [l s Prirt details

A special type of individual timetable is the subject timetable. All periods of the school of this subject are
displayed. Subject timetables are available in the formats 01, 10 and 11. The example below shows a
subject timetable of the subject 'German'.
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P

DE DE - German Timetable [SublA)

EE ~B-B A Be B-@ = .
School year:17.9.20018 - 29.6.2019 -
. FY
Monday Tuesday |Wednesday | Thursday Friday
2:00
15 b RubR1b |2aCer R2a
2a Cer RZa | 3a Ander R3a
ih Rub R1b
8:55
2 2% faRub Ria
Ja Ander R3a
2h Calla Rz2hb
3 0:50
10:35
w
1 b
T
S5ublA - Subject w

5.4.2 Overview timetable

Oveniew timetables always show sewveral elements and are therefore best suited for scheduling activities
which require a visual overview of the scheduling situation (e.g. room allocation ovenview). They are also
best suited for printing.

Oveniew timetables in portrait format always have the number 30 in their name - e.g. Cla30 or Cla30A,
overview timetables in landscape format have the number 20 in their name - e.g. Roo20 or Roo20A.



Timetable Display 183

ol

4% Arist - Aristotle Timetable (Tea30)

st Yiw-F AAs Ble @ B
| School year:17.9.2018 - 2362019 B - cteisofiellass s biee,
5 auss| Hugo Ander Arist (CallaNobell Rub | Cer |Curie =
Mo-1 ETS -
ﬁ Arist - Aristotle Timetable (Tea20) - O x
Pt T~ .- Qs Ble &-& .
™| School year17.9.2018 - 23.6.2019 Ol [EEEiEcilmetssyise
-
4 — Mondary Tuesday Wednesday
Ma-7 averview timetable TTalalels ez la
Mo-G in a portrait format
Gauss
Tu-1
2a New 3
Tu-2
Hugo | 3b 4 |4
Tu-3 4
| ! 1a Ander
Element filter Arist 4
Calla | 2a |12 2h 2h 4
|Nobel overview timetable in
Rub |za| 4 a landscape format
Cer |1k 1a | 2a 3a
Curie
4 »
| Element filter w | |TeaZO - Teacher 20 w |

A timetable oveniew in format 40 enables you to display the week as an individual timetable but with
multiple elements shown below the days. It is therefore very easy to display the timetables of the
functional rooms in one timetable. Via <Settings> you define how many elements are to be displayed per

page.
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L

-5 WS -Workshop Timetable (Clad0)

WS ~CE-P da ole @ .
T
School year17.9.2018 - 29.6.2019 -
Tuesday Wednesday Thursday Friday Saturday
TW [HE1 | Ws | TW (HE1 | WS | TW (HE1 | WS | TW [HE1 | WS | TW |HE1 | WS | TW | HE1
1 Curie
Ander.
2 Curie @ Format 40 - Single timetable with multiple elements (Classes, Teacher... EI@
3 4 General Selection range Layout 1 Layout 2 HTML [
4 Curie. evy: Clad0 - Class 40 Font zize in %:
5 Lapaut Format 40 - Single timetable with multiple Details window: 100
. . . | tz [C1 . Teachers, R
6 overview timetable with cloments [lasses. Teechees. Rooms) |- et loaort [100
Aial 9.0 =k IS
7 several elements per hour For
X Heading: 100
8 ol heading Day names heading
PR |r3 Elements [Classes,
? enods neading Teachers, ....] per
L-Mo. Tea.Subj. Rm. | Cla. Schoolweek Stud.  Cluster  Stude foulheading page [2-10]
Peind window Contents [fields) of a teaching period
Heading far individual . .
TT's (print-out] Print detailz

5.4.2.1 Overview TT teachers: filter teachers

If you have (very) many teachers working at your school, then it is especially difficult to stay on top of all
the different timetables of all colleagues. Untis supports you by providing you with a filter function for the
ovenview timetables of teachers. You filter the teacher of a certain class or the teacher of a certain
subject.
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5.4.2.2

"‘ Arist - Aristotle Timetable (Tea20)

Frist ~so-F 4E3A s

Bl: & &

Teachers of the clazs/subject

OverviewTT teachers: weekly periods

School pear:17.9.2018 - 29.6.2019 -
2 a Clazz 1a [Gauss) ~
3 1b as: b [Mewton] "
lorcay Tl 28 2a ass 22 [Hugo) Thursday
1 (2|3 |4 |5 |6 |7 |8 |1 3 2 2b I]ass2b[Andersen] g1 |23 |4 |5 |6 |7
3 3a Class 3a [Aristote]
Gauss 283 Class 3b [Callag)
New 3h 84 ' Clasz 4 [Nobel) 3 7
Hugo | 3b 4 4 ) 3 g stable (Te
Ander i J~ -0 32 s B - & &- o
Arist 4 ¥ | 5ol pear17.9.2018 - 23.6.2019 - Teachers of the clazs/subject
Calla|2a 15| 20 |20| @ 23 f1a e |-
|[Nobel T
Wedn
Rub |3a | 4 1b 1b Only the teachers of class S THERERER D
1 1a are shown
Hugo 2a
Ander 3a 3h
Arist
Calla | 2a [1a 2h 2h 1a Zb |1k | 2k
Nobel
Rub |33 | 4 1h 4 [2b 3a [1a
Cer |1b 1a | 2a 3a 3b | 3a | 2a
Curie

The ovenrview timetables of teachers have the option to show how many weekly periods the respective
colleague has scheduled. You additionally see — divided by /' — how many periods still need to be

scheduled for the respective teacher.

9 Gauss - Gauss, Carl Friedrich Timetable [Tea2l)

fass T~ -@ A@ s BN &-@

T | Schoolpear17.9.2018 - 296.2019

Teachers of the class/

Cancel | | Apply

e Short name: Arial 9.6

Monday

Tueszday

Max. characters

Name and number of perioc v 5

Hugo 1841

Ander 27
Arist 2541

Curie 18

=, Font size [as a percentage)
120 % (50500%)

Bold
[ talic

[ Underlined
1 Left-aligned
() Centred

Short

Peril.

Element filter

. | |Teazo

- Tea
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5.4.2.3 Overview TT classes: home room

The classes timetables also can show the home room of the class.

2l

7% 1a - Class 1a (Gauss) Timetable (TeaZ0)
fo Fliw-3 AR s Bl & @
Tazrhar

School year17.9.2018 - 20.6.2019 - e class binct
a Layout 20 Heading rows Heading with the short name

Monday | 0k, | Cancel Lpply

ol Mame and horme roam

Shart narne: Arial 3.6

10 Maw characters

.. Font zize [az a percentage)]
120 % i5n.500%)

| Bold
|talic
I nderlined

Left-aligned
Centred

‘ S.t Ho.

5.4.2.4 Overview TT: savable filters

FH

Via the selection list you can filter single elements.
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(Gauss - Gawuss, Carl Friedrich Timetable (Tea2i)

M &-@

-

= Ander Andersen
<3 Arist Airighotle
= Callaz Callas
<3 Mobel  Mobel
<3 Fub Rubens
<3 Cer Cervantes
<5 Curie Curie

Tuesday

a8 1a Clazz 1a [Gaussz]

1hb Clazz Th [Mewtan]
Z2a Clazz 2a [Huga)
2

Clazz 2

Class 4 [Nobel)

Diese konnen Sie als eigenes Format abspeichern

’L Gauss - Gauss, Carl Friedrich Timetable (3rd cla)

feg ~:=x-B A& BMe &-& .
Sichool year17.9.2018 - 29.6.2019 - Teachers of the dass/subject
=

Monday Tuesday Wednesday =

3|14 |5 |6 [T |8

3b Ps = + B Mew timetable layout
3a R3 3a | 3a 3a 3a M are
G Ga s
e 3b 3rd classes Full name
! f oK Cancel
|Element filter ~ 3rd cla - 3rd classes |v
Tea20 - Teacher 20 —/

[TeaZ0A - Overview teachers

5.4.3 Several weeks
This format is important to you, if you use the module 'Multi-week Timetable'. It shows the individual
school weeks in columns next to each other and the periods of every week in rows one below the other.
Periods which are alternating on a weekly basis and interruptions can be seen at one sight.

The example shows the timetable of Class 10aBT from school weeks 16 to 35 for Monday and Tuesday.
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1% Gauss - Gauss, Carl Friedrich Timetable (Teall)

[fass [~ :x-B HaE s

& [&-8& = .

T |2zi02018 ~ %-28.10.2018

School week —

5] 7 g 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27

o-2

Mo-3

Mo-4
Mo-5

Mo-&

Mo-7

individual timetable for

Mo-5
several weeks

Tu-1

Tu-2

Tu-3
Tu-4
Tu-5
Tu-E
Tu-7

1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h. 1h.

Tu-8

Teall - Teacher 11* w

Note
In Format 11 you may also display the terms instead of the weeks in columns. Check the selection box
'One column per term' in <Timetable-Settings> on the tab 'Layout 2.

Displaying several weeks is also possible for oveniew timetables. Format 21 shows an overview of all
school weeks and of all elements.

E F

Start Drata Scheduling Timetables Course Scheduling

EE o =

Portrait Landscape  Portrait Landscape Multiple List of
h h - - elements~

Individual TTs Owerview TTs

In the timetable settings on the 'Selection range' tab you can define how many periods per day are to be
displayed.
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544

= 3a-Class 3a (Aristotle) Timetable (Cla21)

= Flre-B daEMe B-@ .

v |24092018 ~ | -6102018 v
p—
(’Schuul week: 2 )
Tuesday W/ | Thursday | Friclay
E [7 3[4 (5 [6 [7 & [1T[2[3[4[5[6 7 [8 [T [2[3[4[5][6][7[&

1a ] Layout 01 - Individual timetable with cays across the top EI@

1b bE g il General Selection range Layout 1 Layout 2 HTML [

2a hange [E?_"Dds] Ta Minute mode

2b Period Mumber

4 8.00 10.35
3a BI -
- Periods/week
-Mm-1 -Sa-5
3b
Date
2 __loy
2 24002018 [/ [os1nems |2 Calendar week
¥ H il Total school year
‘ Ubersichtsplan fur Monday Setudey
mehrere Wochen 39, Calendarweek 40, Calendar wosk
2 Schoal week 3 School week

List of periods

Lists of periods show the timetable - like in a university calendar - not in a matrix but in a list. The list
can be sorted by classes or by teachers. The adjustment of the layout of the list of periods is done
according to master data or lessons windows or also according to cower lists.

Test school DEMO Timetahle 2018/2019 Untis 2018
For demo and test anly “alid from: 10 October EF AT 17341

List of periods

1a Class 1a (Gauss)

Date Day Periods Weekly period Start End  Teacher(s) Subject Clazsies) Rooms Less.-nr.

19.9. Wie 1 hig-1 03:00 0F:43 Hugo GEc 1alh2azbh Ria 11
199, We 2 Wie-2 0555 09:40 Arist PEG 1a,1b SH2 73
199, We 2 WWig-2 0335 09:40 Rub PEB 18,1k SH1 73
199, We 3 Wie-3 0250 10035 Arist M2, 1a A E] il
199 We 4 Wiz-4 10:45 11:30 Ruk DE 1a Fla 53
209. Th 1 Th-1 0300 0F:45 Callas hdLl 1a Ria 33
208 Th 2 Th-2 0335 09:40 Rub DE 1a Ria 33
208. Th 3 Th-3 0850 10035 Arist EM 1a A E] 33
209. Th 4 Th-4 10:45 11:30 Arist & 1a Fla 31
28 Fr 1 Fr-1 0500 05:45 Arist 2, 1a Ria I
28 Fr 2 Fr-2 0555 09:40 Mobel RE 1a Ria 45
2189 Fr 3 Fr-3 0550 10035 Arist EM 1a Ria 33
219. Fr 4 Fr-4 1045 11:30 Rub DE 1a Ri1a a3
248 Fr @& Fr-8 1423 13010 Arist PEG 1a1h SH2 T3
28 Fr 8 Fr-8 14:25 1310 Rub PEB 1a,1b SH1 73
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5.5

5.5.1

User-defined views

Timetable views in Untis can be customised quickly and easily to meet the individual requirements of
your school. This chapter describes how to customise the timetable display to reflect your personal
preferences.

You wish to create a customised screen display based on the standard timetable for classes in the
demo.gpn file.

New timetable format

1. Open the file demo.gpn and call up the list of timetable format s on the tab Timetables'".

Bl

Stundenplanformate

2. Click on the first timetable format class 1 and click on <New> to create a copy of this timetable
view.

'I‘ Formats / Timetables

M ame - % New ~
TeaDiag

Cla-Subst Mew element/create a lesson

ClaDiag  Class-Diagr [ ] 1
ClaHTML Classes HT ] ]

TeaHTHML TeacherH1  [] ]

Roo-HTML | Roam HT K ] ]

Teal Teacher 1 ] |

Clal Clazz 1 ]

Fool Roorn 1 v M N

3. Assign a new short name and a descriptive full name to the view (e.g. CSD, Class Screen Display).
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Mew timetable layout

Chiv Mame

Clazzes Moniter Yiew Full hame

k. Cancel

4. The new timetable view appears. Access this view by double clicking on the full name of the view or
by clicking on <Show the TT>. Check the column 'In menu' to include the view in the menu.

@ Formats / Timetables - O x
b " .
H arme & Show the TT Inmenu |
Cla40 _
Clalé Opens the selected window layout
Cla-5ubst Clazz Wertretung
Cla-Diag Clazs-Diaghoze

Clazzes Moniter Yiew

. ,
L W | [

F o0, Dverview rooms

Ooogold
RRENOORD

5.5.2 Timetable period window
The next steps describe how to modify the contents of the period window (timetable period).

5.5.2.1 Several fields - timetable period window

1. Open the new timetable view (or open the demo.gpn file and open Timetable | Portrait | Class
Timetable' ), click on <Settings> and select 'Period window'. This will open the graphics editor that
can be used to modify the contents of the timetable period window. Currently, only the subject is
displayed in the period

2. In addition to the subject, you now wish to display the teacher and the room of the lesson. Click on
<New field>. In the 'Field type' section, select Teacher' and click on <OK>. Repeat the same
process for the room.
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#% period window - Contents (fields) of a teaching period

B & U Centre figlds automatically Type of names Zoom
- . . - Harizontal Shart marme
- = - 4
@ Layout 01 - Individual timetable with days across the top |: BB Verlical Full name
q General Selection range Layout 1 Layout 2 HTML | |[] Start and end time Use dlias
F . 100 Font size in %
View: Clal - Clags 1 Fort size irl |[] Standard format
Lavout Layout 01 - Individual timetable with days Dietails wind Type of Timetable '
Arial 9.0 Coupl. lege
Font
Heading: ol
Coolurnn heading Day names heading o
Fiow heading Periods heading @
Perind wind Contents [fields] of a teaching period
eriod window
T Heading for individual . i
Heading individ. TT TT's [print-oul] Print 1 SU b] ect
y
— 1
Ok Cancel Apply

3. The next task is to arrange the three fields for subject, teacher and room next to each other in such
a way that they are easy to read. First, enlarge the period window by clicking on it (the background
will turn blue) and dragging the edges until it has the desired size.
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- Period window - Contents [fields) of a teaching period

Bl &/ U Centre field: automatically Tupe of names Z a0
= Horizantal Shart narne » 4
N =l S Werlical Full marne
[] Start and end time . Use alias
[] Standard fomat 100 Font size in %
Type of Timetable '
| Teacher v Align fields
-
oo ] ;
T— 1Subject
. t1Teacher
1R
EGrow ]
———— | Drag & Drop oom
.
5
()4 Cancel Apply

4.

Arrange the three fields as shown in the example. Click on the field you wish to move. While the
field is blue, the cursor will change to a cross, allowing you to mowe the field with the cursor. When
all three fields have been arranged to your satisfaction, confirm with <OK>
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% Period window - Contents [fields]) of a teaching period

Certre fields automatically Type of names
Harizantal Shart name »
= ertical Full name
[] Start and end time o Iz alias
[] Standard format 100 Faont size in %
Type of Timetable '

Teacher v| Align fields

B A

=

i
Hill

:

' 1Subject 1+1Teacher

+1Room -

es50n number

AR

e request L

K Cancel

Apply

5. The timetable now displays the subject, teacher and room for each period:
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@ 1a- Class 1a (Gauss) Timetable [Clal) 14 - O x
fla ~:wo-7 AAEM: &-& &= -
School year:17.9.20018 - 29.6.2019 ‘.‘3. -
FY
Mo Tu Th Fr
1 EM  Arist MlA  Arist GEc. Hugo Ml Callaz MA  Arist
R1a R1a 1a R1a R1a
2 M Callas p EM  Arist DE  Rub RE Mohel
R1a | R1a SH2 Ria R1a
3 Bl Cer MA  Arst | EM O Arist EM  Arist
F1a AR Callas R1a | Rla R1a
4 R1a DE Rub hld  Arist OE Ruh
F1a R1a R1a
RE Mobel
5
F1a
6
7
_T
L b
Clal - Class 1% w
Tip

Holding the <Ctrl> key pressed allows several fields to be marked in the graphics editor and to be moved

all together using the arrow keys. If several fields are marked, you can hold the <SHIFT> key pressed
and shrink or enlarge all fields using the arrow keys.
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- Period window - Contents [fields) of a teaching period

B £ U Centre field: autamatically Tupe of names Z00m
Horizantal Shart name » 4
é: _ﬁr: :5; Wertical Full name
[] Start and end time . Use alias
[] Standard format 100 Font size in %
Type of Timetable '
| Class(es] v| Align fislds
Sy A —
.,,'I RO % <Shift= + Arrow key
] Cancel Apply
5.5.2.2 Coupled lessons
If you also wish to display the details of lesson couplings in the timetable, proceed as follows:
1. First, enlarge the period window by clicking on it (the background will turn blue) and dragging the
edges until it is the desired size. Details on subjects, teachers and rooms are to be displayed side by

side.

t 1Subject {1Teacher }Room .

2. Highlight the fields for subject, teacher and room using <Ctrl>+click and insert them using
<Ctrl>+C and <Ctrl>+V. Use the mouse to mowe them to the desired position.
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! <Strg>+C I

mMmm

- I <Strg> +V I

3. You can centre the field by checking the respective box, either horizontal or vertical. You also
can write elements in bold, in italics or you can underline them, or you can left-align, centre or right-align
them.

Type of names

Harizantal Shart name 4
= E; / Wertical Full name
el i Uz alias
[ Stamdard format oL sizein =
Type of Timetable '
Classles) Align fields

1Subject y1Teacher {1Room 14

ES50M NUMber

votnote reference]
Special text

text-2

L 1.l I

luster

ak. Cancel Apply

4, The timetable now displays the details of the first and second coupling row in the timetable
period
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S

.~ la - Class 1a (Gauss) 2002 Timetable (Clal) ﬂ ﬂ

E ~ca-B AABMe B-& &= .

B058 School pyear:17.9.2018 - 29.6.2019 -

M Callazs Rla

Callas R1a

MHaobel R1a

1 »

L-Mo. | Tea. Subj. Rm. Cla. Time Stud. | Special text Cluster  Lin
73 Arist, PEG, SH2Z  1a,1b Far Girls Only
+3 Rub, FEB, SH1 1a, 1h

Clal - Class 1* L

5.5.2.3 Layout field

A field that is too short to display the entire name (e.g. Callas Thursday, period 1) can be easily
modified. You can resize any field in the timetable period by clicking on a button on the edge of the field
and dragging it to the desired size. You can also change the font size for each separate field. The
example shows how to change the font type of the subject to bold and the font size to 120% of the
preset value (Arial 9).
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Th

MU Calla1a

1 Teacher:

1 | arst EN Ria |

Calla MU Ri1a | Arist

Cer Bl Ria

Calla AR Ria ey

4 3

@ 1a - Class 1a (Gauss) Timetable (Cla1) 44 - o x
o i e-B AREM: B-@ S=- .
¥ | School year7.9.2018 - 29.6.2019 Tk

Mo =

1 Tea.. . =———=p

B & U Centre fields automatically g dhremes _—
Hurizontal @® Shart name »,
- IEE Mertical O Full name
[ Start and end time [ Use slias
120 Font size in %

[] Teachers and substitutes

Align fields

L-Mo. Tea. Subi.Rm. Cla. Time Stud. Specialtext Cluster Linetext2 Student group
31 Arst WA, RT3 1a 28
+3

Clal - Class 1% -

1Tea...

1Subjecti1 Room

2Tea...

2Subject }2 Room J

oK Cancel [ Appl |

5.5.2.4 Full name

Alternatively, you can display the full name or the alias name defined under master data. The example
shows how the full name of the teacher (12 character max.) can be displayed in the timetable.
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"- Period window - Contents (fields) of a teaching period

"( Type of names
() Short name

Centre fields automatically
Harizantal

AU

= =] 5 Wertical (®) Full name
[] Start and end time . [ ] Use alias
[ Standard format 100 Font gize in % |
Tupe of Timetable . || Teachers and sul:ustitutes
||:Iass[es] w | Aligr fields
A

il

t 1Subject 111 Teacher 4

#ar ek e e

Al

~ la-Class 1a (Gauss) Timetable (Clal)

fo F:w-7 ARl & & &= .
¥ | School year17.9.2018 - 29.6.2019 =
Mo Tu We Th Fr Sa

1 MU Callas Bl Cerante

2 MU Callas DE Rubens

3 Bl  Cemante

AR Callas

4 DE Rubens DE Rubens

5

6

T

G = oo [
|Cla1 - Class 1* v‘

In addition to the class, teacher, room, subject and footnote reference fields, the following additional
information can be displayed in the period window of a timetable.
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#£ Period window - Contents [fields) of a teaching period

B 4 U Centre figldz automatically Type of names Z00m
Horizontal () Shart name B 4
é: E: :i; Yertical (®) Ful name
[] Start and end time o [] Use alias
[] Standard format 100 Font size in 3
T aff Tinehelsls ' [] Teachers and substibutes
| Class(es] v| Align fields
.
S m—  1Subject 111 Teacher
(51 graup
Lo ]
= ]
Feodied ]
Time request |
0k Cancel Apply

5.5.2.5 Lesson number

The unique lesson number used to designate the lesson can also be displayed as an additional item of
information in the timetable..

5.5.2.6 Special text

The special text field contains the text or the description entered for the lesson.
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5.5.2.7

@ 1a- Class 1a (Gauss) Timetable (Clat) K1k - 0 x @ Period window - Contents (fields) of a teaching period
a Ste-B AeEBe: B-8 8= -|[el[#]u Ceriefelds automaaly T — o
7| School year:17.9.2018 - 29.6.2019 &~ — 5 it stz »
E|[=| 3 [ Vetical Full name
| |[J5tat ard end time . Use dlias,
O Standardfomat 100 Font size in %
Bl CemanRia Type of Timstable ]
Class(es) ~ Align fields
MU Callas R1a
"
Bl CemvanRla R Callas R =—
cro | Seecmlted DE Ruben Ria DE RubsnRia [Me= eI AES
= 1Subjecti1 Teacheri1 R
; === ubject#1 Teachery1Roon
Soimota efrance)
== 1Special text
: == pecial tex
L-No.  Tea. Subj. Rm. Cla. Time Stud. Specialtext Cluster ne taxt dant oroun
39 Callas, AR,R1a 1a 28 Special text 7% Class 1a (Gauss) / Class
i 1a FIFEMRIATLES AR OFE e PL FR-8D
L-No. + €1Te UnSe Per  YrsPrds Teacher Subject Class(es)  Subject roo Home room  Double pers Black  Line text
" 41 2 Hugo Ria oK Cancel
7 2,3 2 Ander Ria 1-1
73 2,2 3 Arist Ria
3 5 Arist Ria
33 5 Arist Ria
35 2 Callas Ria
39 2 Callas AR 1a Ria 11 ‘
/
48 2 wobe R 1= Ria —}

Text for the lesson period

Displaying this field in the timetable allows text relating to each period to be entered direct in the
timetable. Right-click on the period concerned and select the option Text for the lesson period'. The text
entered here will only be displayed in this period of the lesson even if several periods of the lesson are
scheduled.

"‘ 2a - Class 2a [Hugo) Timetable (Cla1A)

B - cw-® A8 s

School year17.9.2018 - 296.2019

Monday Tuesday Thursday Friday Saturday

1 290 [mMucalagza

e DE CerR2a

Text for the lesson period >

AR Calla B2a

8:55
2 2:40 Text for the leszon period Lessons: 81 / Fr-7

HI Hugo R2a Thig text is assigned to a certain period of a lesson.

10:45
4 11ap | DECerRda

Bl CerB2a  iSEE]s] PH MNew PL

Settings o | | Cancel
5 11:40
1225 ~  Cluster-made
Period window
B 12:35 .
13:20 Allocate/Delete this reom
De-coupling
7 13:30 phng
115 Extended de-coupling
8 1925 Timetable periad: standard format
el [ Text for the lesson periad
ot

Clalh - Class schedule big ~

Split this period from the lesson

Change the teacher in the period
Add teacher
Time range: week

Time range: schoaol year

Copy in HTML-format
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5.5.2.8 Description

Besides the text, the description entered for the lesson is also displayed.

5.5.2.9 Time requests

The time requests entered in the master data for the element in question can be displayed in the

timetable either in colour or in black/white.

'- Time requests / Teacher-51

Eaial B Cam @ = .
bt o Arigtotle
1 2 3 4 & & 7 8
b oriday -1 -
Tuesday -1 -
Wiedneszday -1 -
Thurzday 1
Friday 1 2
Saturday 1
L4 >
Additional unspecific time requests
Range Mumber | Time request ™
Aftarnnone - [T
£ >
[

5.5.2.10 Lesson group

Displays the lesson group assigned to the lesson (for use with the Multi-week timetable module). The
example shows the DS lesson in weeks of type A and the PE lesson in weeks of type B.
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E 12785
13:20
A
13:30 )
? 14:15 DS An m'lln"nllln'-'ul
8 1425 TX Cu A SH
15:10 aH

L-Mo. | Tea. Subj. Rm. Cla. Time  Stud.  Special text Cluster Linetext-2 | Student group
T3 Arist, PEG, 8H2  1a,1b BWH Foar Girls Only
+3 Ruh, PEB, SH1 1a,1b BWBH

ClalA - Class schedule big |v|

5.5.2.11 Break supervision

Break supenvisions can be displayed in teacher timetables. This function is only available with the 'Break
supenision' module.

'I‘ Arist - Aristoteles Stundenplan (Leh14) nu

Erist A R “ﬁ]ﬂ : -5’2 é}"@?

Schulizhr:17.9.2018 - 29.6.2019 -

Montag Dienstaqg Mittwoch | Donne

SHIY faR1aE | 1aRlaMat | ‘3a,Th2 Spor| 4 Pho
245 I e |

oo | wRibMat | f1aR1aE | 'fa,Th2 Spor| b

250 1 +35 Th2 Spor | *2b, Th2 Spor | 1a B1a hat 1a R

= W | N -

10:35
Kell] K
iaoe | "1a.Th2 Spor| MbRibMat | ThRibMat | 1aR1
——— w
1 »

5.5.2.12 Number of students

The number of students registered for the lesson or the number of students who have selected the
course can be displayed in teacher timetables (for use with the Course scheduling module).
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5.5.2.13 Cluster (simultaneous lessons)

The Course scheduling module allows the names of clusters (groups of simultaneous lessons) to be
displayed in the timetable.

5.5.2.14 Alias (alternative names)

If you wish to display a name on the timetable and the printout other than the usual name, define an alias
name for subjects, classes or teachers by clicking on the tab 'Data input', 'Other Data | Alias names'. To

display the alias on the timetable, check the box 'Timetable' in the 'Alias' window and the box 'Use alias'

in the timetable period.

You can also define one alias name for several classes. For example, if a teacher teaches all third-year
classes, classes 3a, 3b etc. can be combined under one name 'Year 3'.

@ 1a-Class 1a (Gauss) Timetable (ClalA) 44 - O x @ Period window - Contents (fields] of a teaching period - O x
ha—' s m-F :‘ﬁ Iﬂ @ - EN Q . ,@, Sy =~ . B «|l U Centre figlds automatically Tupe of names Zoom
= Horizantsl @®) Short name »
- B 4
School year17.9.2018 - 23.6.2019 o \ertioal O Fullname

Start and end time ] Use alias
Wednesday | Thursday Friday Saturday Ctandard fomat 4

Tepe of Timetable

Classles) ~ Align fields

Monday Tuesday

1 ::Sg EN AristRla | MA Arist R1a |0 == cULEEAEN MU Calla R1a | MA AristR1a | Bl CerRia

8:55 [
2 2% |mu calla Ria | EN AristRia i

2:80
3 s | BlTerla

| PEB Rub sH | 2 |
Dl 1Subj... [1Tea... [1TRoom [1L-Gr...

5 1140 RE Mok Year 1

12:28 -
6 e ear 3

13:20
7 = DS #nder BB
(3] (o TX Curie

15:10
L-Mo. Tea Subj. Rm Stud.

T3 Arist, PEG, 8H2 YeaM

Rup, PEB, 5H1 Wrear1 J

5.5.2.15 Start and end time

Activating this option will display two additional fields in the timetable period that show the times of the
start and the end of lessons. The fields can be moved and resized in the usual manner.
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5.5.2.16

'l‘ 1a - Class 1a [Gauss) Timetable (ClalA)

1a T:“v? :~‘

School year 17 92018 - 29.6.2019

Monday Tuesday
iS00 500
1 229 | enaristria | MA AristR1
aas ristRla ristR1a
s Gis
SAS ==}
2:55 .
2 3% |mucallaR1a | ENAristR1a
a0 Q.40
a0 Qa0
9:50
3 22 | Bicerria

L) AR Calla Rla

11.30
11.40

RE Mobe BEl1a

1225

5 11:40

12:25

In addition to the editing options in the timetable period, the application also offers a number of additional
functions that can be used to customise screen displays and printouts.

Standard format

The functionality of the standard format allows the timetable to display all coupling lines with information
on classes, teachers, rooms and subjects. Optimal use is made of the space available within the
timetable cell, and the size of the type face for couplings is reduced accordingly where necessary.

The standard format can be activated and deactivated in any timetable by clicking the right mouse button
and selecting Timetable period: standard format'.
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#

77 1a - Class 1a (Gauss) Timetzneu_:m] -

[fa Y- AREMe

O x

ko d

-

School pear17.9.2018 - 29.6.2015 -

D~ DA AWM=

School year17.9.21

Monday

Settings

Cluster-maode

Period window
Allacate/Delete this room
De-caupling

Extended de-coupling

[ Timetable period: standard format
. -’

ar

e lessan periffd
Students M.
Split this period from t

Change the teacher in

Add teacher

Tirme range: week

Time range: schoaol ye

Capy in HTML-format

Saturday

Lnursuay

MU CallaBla
st WSS RE Mobe B1a

Bl CerEla

8:55
o MU CallaRBla
9:50

D Bl CerR1a

DE Rub R1a W& S=NalifNEaE}

DS Ander [TE

SH
SH

X Ci

In the timetable settings under <Period window> you can select the standard format for all three fields.
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#l

<7 Unterrichtsplanung

B |4/l U Felder in Stunde zentrieren Art des Mamens Zoom
- Horizonkal Kurznarme | 4
YWertikal Langhame

Aliaz verwenden

| e R I
m Standardstunde j

—@
@

1Raum [1Fach [1Lehrer 1Unt.... |

Feitwunsch

Ok tbbrechen (bernakime

5.5.3 Layout1

The settings on the 'Layout 1' tab under <Settings> can be used to change the timetable display on the
screen and the printout. The settings offer options for customising the layout of headings (e.g. weekday,
period number), scheduled periods and free periods.
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e

] Layout 01 - Indivicdual timetable with days acrass the top
4 General Selection range Layout 1 Layout 2 HTML
Dresign layout of fields i i :
Heading Scheduled periodz Free periods la ~| . m-F EE Iﬁ - & 'E‘-} ?
30 layout: 30 layout: 30 lapout:
Embossed Emboszed Embiozzed ¥ | School year17.9.2018 - 29.6.2019 -
Sunken Surken Surken
Flat Flat Flat
Mo | Tu Fr | Sa
Flat: Flat: Flat:
Grey Grey Grey 1 EM | MA Bl
W biike: Wwihite hite
2
Line before following penods: Shaw am./p.m. division line 3
Divizion line between the days .|
Double ling before peniods: 5
e : 6
Thick. line before periods:
T
8 [Peo |
|Cla1 ~Class 1 v|
‘
@ 1a-Class 1a (Gauss) Timetable (Clal) (L4 - 0 x
1a riue-F ARI@Me &-@ &= -
School pear17.9.2018 - 23 62019 -
Mo Tu We Th Fr | Sa
1 EM WA GEC WU @ Layout 01 - Individual timetable with days acrass the top EI\EI
2 ML EM FEG. DE 4 General Selection range Layout 1 Layout 2 HTML [
Design | b of field
3 Bl AR WA EN~ Hea?j?:?gn cyau el et Scheduled periods Free periods
a4 PEG. ‘ DE MA 3D layout: 3D layout: 3D layout:
\ Embossed Embossed Embossed
5 E Sunken Sunken Sunken
5 \ k \‘ Flat Flat Flat
\ LY \ A Flat Flat Flat:
: . N G2 i
g : \ ite ite ite
\\ | I\ Line before following periods: [ Shaw a.m./p.m. division line
134 || Divizion line between the days

\ Double line before periods:
3

T hick line before periods:
48

The 'Layout 1' tab also provides the possibility of displaying lines in the display and on the printout in
order, for example, to indicate the different lengths of breaks
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-

] Layout 01 - Individual timetable with days across the top EI@
4 General Selection range Layout 1 Layout 2 HTML [
Dresign layout of fields
Heading Scheduled penods Free penods
3D layout: 30 layout: 30 layout:
Embossed Embossed Embossed
Sunken Sunken Sunken
- Flat Flat Flat
#L 42 _Class 1a (Gauss) Timetable nu 5 A B
at: at: at:
- 3
|‘Ia ~ - B-F @ﬁ @-& @ 7 Grey Grey Grey
School year17.9.2018 - 29.6.2019 v whie whie vhte

Line before following periods:

Show a.m./p.m. divizion line

Mo | Tu (We | Th | Fr | Sa Divisionlinebetweentheda

1 Er MA | GEc. | hL A Bl Double line before padts:
2 | MU | EN |PEG. | DE | RE | EN
3 Bl MA | EN | EN | MA
AR
4 | PEG. DE | MA | DE | GEc
5 pp——
6
DS,
8 PE Period number 12 3 4 & 7 =8
Period label

Clal - Class 1% 800 &55 960 | 10:45 1940 1335 13:30 1425

45 340 10:35 11:30 1
Monday ---- i Aftern Aftern
Tuesday ---- i Aftern Aftern
Wednesday i Aftern Aftern
Thursday i Aftern Aftern
Friday i Aftern Aftern
Saturday

The 'Show a.m./p.m. division line' check box allows the division line to separate moring lessons from
afternoon lessons in the time grid.

Check the 'Show division line between the days' box to display a thicker division line between days than
between the periods in order to improve clarity.

5.54 Layout2

The settings on the 'Layout 2' tab partly affect both the screen and the print layout, partly only the print
layout or the HTML output.
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I =

& Layout 01 - Individual timetable with days across the top [ | [ S|
4 General selection range Layout 1 Layout 2 HTIIL [
Period window Changed Periods
Double periods like single peniodz W Red
Comb. class names [2a.2b-» 2ab) Bald
All clazzes in one field | talic
| Mark couplings with a dot Emphaszized by "'
| Mark locked periods with a ™ [asterizk] IInderlined
.| Separate periods in caze of clagh Pririt
Sort periods Do nat prink emphy rows
| Merge maFching periods Do nat prink emphy colurmns
Lover planning Prirtt black _vhite

| Show abzences
Mo reazon of abzence
Only full dav abzences
Only cover peniods
+| Strike through cancellations
b anual scheduling
CragDrop: Multiple leszons
CragDrop: colours zame as time requests
| DragDrop: show chained swaps
| Cluster-mode

1 heading per page

| Auto-zize for the details window
HTHL index pg. with full names
TT dizplay in minute mode
Show mazter clazzes seperately
| Show break labels

| Uze aliaz for details window/legend

5.5.4.1 Double periods like single periods

Double periods like single periods

Double periods are displayed like single periods.
5.5.4.2 Comb. class names (2a,2b -> 2ab)

With teacher timetables, it is often desirable to be able to see all the classes the teacher teaches.
Combined class names were created as a way of showing all classes in a single cell and thereby saving
space. The names of all classes being displayed are combined.

5.5.4.3 All classes in one field

If a teacher takes students from more than one class for a lesson, all classes involved will be displayed
in the relevant timetable field in the period window
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@ 1a - Class 13 (Gauss) Timetable (Cla) b L g x @ 1a-Class 13 (Gauss) Timetable (Clal] R = T
e ~:w-7 AaBBs &-& &= . e ~:w-37 AABMe &-& = .
¥ | School year17.9.2018 - 29.6.2019 - lz‘ Schoal pyear:17.9.2018 - 29.6.2019 -

Period window
Fr [ Dauble periods like single periods
= 2b-»2ab)

Mark locked periods with a * [asterisk]
Separate periods in caze of clash

|Sort petiods | M~ B EEEE
Merge matching periods

|Cla1 - Class 1* |v| |Cla1 - Class 1* |v|

5.5.4.4 Label couplings with a dot

Coupled lessons are marked with a dot in the period window.

5.5.4.5 Label locked periods with a * mark

Manually locked periods are marked with an asterisk (*) in the timetable .
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]

<5 Arist - Aristotle Timetable (Teal)

Arist

Couplings are
labeled with a dot

Comb.
Classes

1b 1a 1ab. 1b 3ab. 1a
WA = FEG MA PEG =

Jab. 2ab. 1a 1a
PEG PEG A EM

1ab. 1b 1b 1a
PEG MA MA MA

Locked periods
are labeled with
an asterisk (%)

*2ab.
3 PEG

5.5.4.6 Separate periodsin case of clash

Use this option to display conflicting periods (see chapter 'Manual scheduling') in separate cells on the
screen, the printout and the HTML output. The example shows year 2. The courses (clusters) taking
place in parallel are output as a clash. Up to 6 clashes can be displayed next to each other per period.
For 7 or more clashes, additional fields are required in the graphics editor (see <Settings> | <Timetable
Period>).

7% 42 Stundenplan (Kla1)

P or dalle &-@& &= B
7 Sohuligh24.8.2009 - 18.7.2010 -
Mo Di Mi Do Fr
1 ‘ ‘ E ] P LM L[ERLEL'E L[ L 70 L] L
'BKG10 ['M G207 E G1Be D G110'BKG3 A 055 |Heiw |002 |062 [080 |071 (025 | 048 E E P E K '"P._G1H'M G1C'F G20 E G30['D G4 0|'MUG1
EK |'E DL|'DL|PL
& 4o [Mss [mss |por |wiss [mss |mss m%%s Hei |00z |o62 |0ao |o71 |025 |04g &
2 &GIL‘INGZU‘MUGZ“M G41/'D GIOF G5 0|8 621'B G10['C G10/F G10['E 62 0|’k 2 |EE1|MEG | MGG \ MGG | GG | MG \MOG|BEZ ‘P G2 |'M 63 C|'SPAGI[D 6210
ANG [#ING [*C G [*F G [*M G [*SPA[*D G [*SPA B L [*M L[FEKL[*SKL|*G L |[*F L |*E L | *B L
3 |ora |oae |os1 |omo |oss |ose [o7e |cane &G1D‘M G207'E G1Be|D G110'BKG3 A [022 050 |o4s (087 020 (016|018 | 084
|~ |%%0 |[rco|Rct [RP1 [MSs |RB8d [mss |mss (9981 | m5s [mss |ron |Ror | mss |mss | RB2
*GEKL | 'GEKL | *6KB |"ERGL |"EKGL | 15K *ERG | *ER G | KRG | KRG | KR G | KR &
4 |canel |o1s 051 088 094 o019 ['SKEL &GIF‘M G1C['F G20 ['E G30'D G4 0|'"MUG1|HemE: | 083 084 101 046 088 "ET G2
[8i0g |m10b | £7b |Ros |msst | msst |6510a | Ri0s [R2a |R7s | M55t |mss
5 bt :cm e oLl Llnl et e o oLl el g L [L,61L{ING2 0[MUG2 '] 641D 63 0[F 650
057 081 [t 015 |Euc 020 (068 (076 (823 |05g |045 |087 026 016 |018 | 064 Fo i Terihe CTe LT T8 ™
6 |RB1|EC [R10|R8h|MSS |R10(MES |RB4|RB1|MSS | MSS | MSS |R 7a | MSS | MSS | RE2 | pa" | oar | arud |ore - | eac | az0” |aee | g6
|01 | e |mss |Mss |mss | mss |wss | Re2
T B T I I B S
T P ‘MU G5 ‘GB |'GK |'F G |['MU |'M FG|'EG|'DG
1 r r i K r 062 |019 |020 (026 |0B5 (019 (039 |02
BK [ MU ['M6 | LG |'FG | DG M35 | M35 [R10|RM | M35 |R10[MSS |MSS
8 GV |G |GW |UW |UW | UW | Uy
9
— *GKEG1 036 MS815 %b 65 5P Ga1|'sp 63 1P 62 |'sp 611|'sP 66
10
o%
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5.5.4.7 Sorting periods

When seweral lessons take place in the same period on the same week day, but in different weeks, you
can sort the lessons by start date using this function.

e

e Layout 01 - Individual timetable with day:

4 General Selection range Lay
Period window
Double periods like single periodz
Comb. clazz names [2a,2b-»2ab]
All clazzesz in one field
| Mark couplings with a dot
| Mark locked periods with a ™ [asterizk]

Epasabaepe 003 i caze of clazh
|| Sort periods
| Merge matching periods

Cover planning
| Show absences
Mo reason of absence
Only full day abzences
Only cover periods
| Strike through cancellations
kM anual zcheduling

5.5.4.8 Cover planning block

If you use the Cover planning module you can use the options listed here to influence how the changes
are displayed.

5.5.4.9 DragDrop

Please refer to chapter 'Manuel Scheduling’
5.5.4.10 Changed periods

When comparing timetables and in the cover planning mode you can determine how changed periods
should be highlighted. In the example, modifications from the normal lessons are shown in red, bold and
with 1.
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Gednderte Stunden
| Rt
| Fett
FoLirgiy
| Wit | hervorhe
Interstreichen

i

Co

5.5.4.11 Auto-size for the details window

Gr!

Fh

This option automatically resizes the period details window (lower section of the timetable window) to fit

the contents.

1 oo | EnaisiRia | mA st Rla [FESETIEEN MU Calla R1a | MA Atist Bl J
8:55 .

2 B MU CallaR1all EN AristR1a DE Rub Ri1a JG/SHE

3 3% | Bicerria WA rist R1a | EN AristRia
10:35

1R

EN AristR1a

AR Calla Rla

4 10:45

e, DE Rub Ria

MA Arist Rla

T Auto-size for the details window
HTML index pg. with full names

TT dizplay in minute mode:

Show master classes seperately

| Show break labels

MU Calla R1a

EN AristR1a |

1
| DERubRia
5t | =

Bl CerRila

5 11:40

iBaa RE Mobe R1a

6 12:35

13:20

7 13:20

1415

8 1425

1510

DS Ander T

TX Cutie

4

-
DE Rub R1a
»

L-No.  Tea. Subj. Rm.
35 Callas, MU, R1a
+3

1a 28

5.5.4.12 HTML index page with full names

Cla. Time Stud. Specialtedt Cluster Linetext-2  Studer

Please refer to chapter 'Timetables in HTML format'.

5.5.4.13 TT display in minute mode

1095
11:30 |

i

11:40
5 12:25
6 12:35

1320

7 13:20

14:15

8 1425

15:10

4

| AR Calla R1a

RE Moke Rla

DS Ander T

TX Curie

MA aristR1a | ENArstR1a

MA Arist B1a [ o== Gl EEEN MU Calla R1a | MA AristR1a

EN AristR1a

DE Rub R1a | MA Arist Ria

DE Rub R1a

L-Mo. | Tea. Subj. Rm.
73 | Atist, PEG, SH2
Rub, PEB, SH1

Cla
1a,1b
1a,1b

Time Stud.  Special text
For Gitls Only

Cluster Linetext-2 5

If lesson times differ on different days it can make sense to enter the individual periods of the timetable
on a scale to the exact minute. Untis provides this option with its timetable display in minute mode.
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@ 1a-Class 1a (Gauss) Timetable 4%} _ O x
1a rue-F dRAEMe 7

Schoaol year 1792018 - 2962019 [ Auto-size for the det.

HTHML index pg. witk
) TT dizplay in minute
| Show master clagze:

Mo | Tu | We | Th

2.00 e [+] Show break labels
= O T .

9.00+
hLI Emr

10.0 Bl Bl ﬁ Er | A

AR

11.0 DE £ hiA .?E
12.0 ‘

13.0+
h A

L-Mo. | Tea. Subj. Bm.  Cla. Time Stud.
21 Arist, MA, R1a 1a 9.50-10.35 (49) 28
+3

< »

Clal - Class 1* ~

5.5.4.14 Show master classes separately

Please refer to chapter Type-separated class components'.

5.5.4.15 Use alias for details window/legend

Displays the alias of the different elements in the timetable details window and the legend (e.g. changes
your short name 'MA' to the common school nhame 'Maths'); (please refer to chapter 'Alias nhames').

5.5.4.16 Connect periods of different elements

In ovenview timetables it is possible to connect timetable cells with each other across couplings.
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e 1a - Class 1a (Gauss) Timetable (Cla204) - 0 x
B ~lra-F ARAEME: &-& o
¥ Schoolyear17.9.2018 - 2362019 -
Wonday Tuesday Wednesday Thursday Friday
67 1]2]a]4 4[5 1J2fJaJafafarJe]|1]2a]a]a
MA |EN DE T 1 T 1 T 1 T T
Arist | Arist | AR Call R1 Rub _ . - .
o= e & Layout 20- Overview TT (all Te,/Rms/Cla)-Days and periods ac... | = || =) |[m3]
4 General Selection range Layout 1 layout2 | HIML 3
DERuR1 Arist Petiod window Changed Periods
Double periods fike single petiods IFed
Comb. class names (22,203 2ab] Bold
AR Call B2 All classes in one field ltalic
! Mark couplings with a dot Emphasised by 1"
! Mark locked periods it a * (asterisk) Underined
MA he B2 | Separate periods in case of clash Print
Do nat print empty rows
] ./ Merg malching perod: ) et s e
e Pint black _white:
] [v] Show sbsences
No reasan of absence
Dl fll dap absences 2 Aulssize for the detals nindar
Ol oo perids HTML index pg, with full names:

PH
AR Call 2
EL

/] Stike thiaugh cancallations
Manudl scheduing

DracDiop: Multple lessans

DragDiop: colours same as tine requests

TT display in minute made
Show master classss seperately
/| Shaw break. labels

Cancel Apply

3

Element filter v ‘

‘mazoA - Overview classes* |v

5.5.5 School holidays

The timetables display the free days entered under 'Settings | School holidays'. The prerequisite for this
is that the timetable display has been set to weeks (<Settings>, 'Selection range | Calendar week").
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& school Holidays

M ame Full harme Fram To Mext week [4.8.] Mo, of subzequent school
christmas chrigtmas holidays 221218 07.01.19

P

Date: Mo 7.1.2019 o lzszons I1a ~|: -0 3 a s .& »

Calendar week; 2 [ iz holida
A =1 i
07.0.2013 ~ |+ 121.2019 v
Mo Tu We Th|Fr Sa Su Mol Tu We Mo Tu We Th Fr Sa
September
October 1 2 3 4 5 B 7|l 8 910 1
2018 —
Mowember 1T 2 2 4 5 B ¥ 2
December 1 2] 3 4 5 3 o
I T AR z
February 1 2 3| 4 4 =
March 1 2 34 5 & =
20119 - — =
April 1 2 3 4 5 B 7|l 8 910 1 6 E
b ay 1 2 3 4 Bl E 7 8 =
June 17 2] 2 4 5 7 )
8
General data —
School pear Murber of days: 285 L. [reeh SUgERTL ] G2 Sl
Lezsons Murber of days: 244 3

Clal - Class 1* w

55.6 Font

The overall size of the timetable window not only depends on the details displayed in the timetable
periods, but also on the selected font. The font size and type can be changed under <Settings>, 'General
| Font".
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5.5.7

% 1a- Class 1a (Gauss) Timetable (ClaT) an - 0 x

Colour codes

The colour codes specified for elements under master data will be displayed in the timetable

@

3a - o

@ 3a - Class 3a [Aristotle) Timetable [ClalA)

-7 Al B-& s=

4 »

9:50
10:35

10:45

TX BT

11:40
12:25

MA B8l F3a

Bl CerR3a

GA

MA B8l R3a
12 4Curie

DE [ 732

MA Bl R2a

*El
*El
*DE Nebel

12:35
13:20

Curie

*H Gallag R2a
A RZh

[Ex]
Ria
Ria

EN Cer R3a

S ‘

Clal1A - Class sched

@ 1a-ClasstaGauss) tmet WP, - O x
fe ~:w-B EHA ia ie-Fldas BEEe  R-e
Layout 01 - Individual timetable with d the t =
| Sohaolyear17/372ms - 2376729 | | RLayouk 01 nchviia imecale it cey acoss th op =020 | o pr————— -
1 General | Selectionrange | Layout1 | Layout2 | HTML »
Mo “igw: Clal - Class 1 Fant size in % Mo Tu We Th Fr Sa
L Laout 01 - Individual timetable with days ~ Details windowr 100
1 EN ayout acioss the top 1 EN MA MU VA Bl
> | wu Font Arial 3.0 Coupl legend: 100
3| a = = i L0 2 | MU [ EN DE EN
Font X
4 3 | B, [MA EN]EN | MA
5
Font: Font style: Size:
= = 4 DE | MA | DE
7 Cancel 5
8 = 6
L-Mo. Tea. Subj. Rm.  Cla. Time Stud. Speci: . 7
- Cambria Math v
31 Arist MA R1a 1a 28
3 Sample 8 -
Seript

School year:17.9.2018 - 29.6.2019 -
-~
Monday Tuesday |Wednesday | Thursday Friday Saturday
8:00
1 3 HIEMl R3a | ENCerR3a PH HEi PL | DE EREER R32
845 @ Phe. - O
Cer ~| | M
355 ©
2 2% | Encerraa
Mame Surname

Gaus:
T
Hugo

Arizt E ]

Callaz Callas
Mokbel FMokel

Cer  Cervantes

Curig | Curie

<

-

>

Chemiztry

DE German

EM Englizh

HI History

Py Mathemsatics

GA

Bl Biclogy

PH Phiysics

il Music

TH

AR

[0

HE

CK Cookery

PEE Boys PE

FPEG

w

£ >
- | Subject ~ |

The example shows the colour coding of subjects and teachers, i.e. teacher Cer (red background)
teaches a biology lesson (blue background) on Monday.
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5.5.8 Column headings

Customise column headings (e.g. days of the week) under option 'Column heading' on the 'General' tab
under <Settings>.

2

== Layout 01 Heading columns Day names heading

k. Cancel Apply
Day of the week: &nal 11.7 43 . Fontsize [az a percentage]
& [B0-500%)
+| Bold 3 Max. number of characters
i per day [1-20]
|talic:

Dav + date for the weekly plan
IInderlined

O

" Mo

The ovenview timetables with format 20 provide options for the display of additional information such as
dates or start and end times.
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5.5.9

]

7% Hugo - Hugo, Victor Timetable (Tea20)

Fio =] : ®- @ & o

B: &-@

School year:17.9.2018 - 29.6.2019

[

Teachers of the class/subject

Monday

17 800-8:45 | 2 /8:55-9:40 |3/ 92:50-10035 |4 10:45-11:30015 11:40-12:25 |6 1255

Curie

~ Layout 20 Heading columns Weeks heading

0: Arial 8.0
1, Font size [as a

% percentage) (50-500%)
Bold

Periods per week

Periods per week
Period/week + Start time
g Per/Beqinning + End time

| Teut line: MOMND&Y
[ray + date for the weekly plan

Start- + End-Time
‘ E':i[égr?aebel
|Element filter e | [ . =
Note:

The name of the period specified in the grid view can be printed instead of the period number.

Row headings

The row headings (e.g. start times) can be customised under option 'Row heading' on the 'General' tab

under <Settings>.

You can display the period number and/or the period times. In addition, you can choose between single
and multiple row display and specify the font type and size. As always, you will see an example of your
settings in the bottom right hand corner of the preview pane.
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@ 1a- Class 1a (Gauss) Timetable (Clal} 4 P - 0O x
e :w-@ Aaflle B-&
¥ | School year17.9.2018 - 29.6.2019 -
Mo
"'- Layout 01 Heading rows Periods heading
1 a:00
g45 | EM
> TEE " o k. Cancel Apply
4:40 Type of heading Time Farmat [Pers.]
q9:50 . .
3 1035 | B Times and Period Mo, - Mumber of lines [1-3]
4 Start tirme only
Start and end time
5
Time Format [Perz.]: Arial 9.0
6 100 5
: Left-aligrned
7 Eele Right-aligned
:-tlal:;: Foed Centred
g nideline
-
4 3
i 4 .
0 >
------------------------------- H 8 14:25
1810

In room owveniew timetables the capacity of rooms recorded in the master data can be displayed in the
row heading.
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5.6

5.6.1

7% Ps2 - Pseudo Room 2 (4) Timetable [Roo204)

fs2 I CEH-R AR s BEe @ .
School year17.9.20018 - 29 6.2019 -
Monday Tuesday Wisdnesoay —

8 |6 |7 |8 1 g 4
SH1 (31)
SH2 (33) 0k, | | Cancel | | Apply
4 Type of heading Short name: Arial 3.6
PL (36 Arist
(36) P,:I Short name only - 5 Max. characters
. Font si l¢
WS {25) Fioom capac. in parentheszes 120 % [5%?53%2][68 a percentage]
Bald
W 26) [ Italic
] Underlined
() Left-aligned
|[HE1 {34) (=) Centred -
|IR1 6 oy
a Arist
(36) o
b
4
Stand
Printing

You can print a timetable via <Print>Eor via<Print Preview>E. Alternatively, you can use the
shortcut <Ctrl>+P. Clicking on either option first displays the print selection window, where you can
choose additional settings. Click on <OK> to open the print dialogue or the page preview.

Create customised print views if you wish the printed versions of your timetables to differ from the screen
display.

New print view

Create a new timetable view (see description under ' New_timetable view ') based on the timetable that
most resembles the print version you wish to create. Assign a new descriptive name to the new
timetable format (e.g. TeacherTimetablePrint).

Customise the period display in the period window and in the row and column headings as described in
the previous chapters
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As a general rule, the print version will be identical to the screen display unless you customise the print
versions or add additional information.

e Gauss, Carl Friedrich Timetable (TealA)

|I3auss | :=-F HEHA8 s .E; (g~ ¥ =~ -

School year:17.9.2018 - 29.6.2019 -

Monday Tuesday |Wednesday | Thursday Saturday

Mew timetable layout

TeaPr M ame

| Teacher Print Yigw | Full name

Cancel |

........ | Tea-Diag - Teacher-Diagnose
Tea-HTML - Teacher HTRL
Teal - Teacher 1

Tea-k-1 - Teacher 1 u
Tea-¥1 - Teacher 1

Tea-Bre - Teacher 1

5.6.2 Page layout

Many settings for printing the timetable can be done directly in the page layout. Click on the 'Page
layout' button in the toolbar of the respective timetable or go to the quick launch bar.

1 Gauss - Gauss, Carl Friedrich Timetable (TealA)

|Gauss | - &F ﬁﬁm .% gy v i =+

School year:17.9.20018 - 29.6.2019 - @ Page layout

Adjust the settings for the printout of

Monday Tuesday Wednesday the current window,
: —
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5.6.2.1

Layout

Modify the print layout on the 'Layout 1' and 'Layout 2' tabs under <Settings> .

o

@ Page layout - 0O x
[ N« RTINS N+ F=ils Teacher: 10/10 G
~ Selection
Pest school DEMO  Timetale 2018/2019 = }
Fordemo andtest only  Valid from: 10 October |:| i ﬁg;ﬁ;@ig'iﬁ;&gﬁ
éausseauss Carl Friedrich
Monday Tuesday |Wednesday | Thursday Friday | Sdturdn@ E‘ Lessons. ...
1 @ Layout 01 - Individual timetable witiglays across the top EI@
kil General Selection range Layout 1 Layout 2 HTML [
2 Design layout of fields
Heading Scheduled periods Free periods
30 lapout: 3D layout: 30 lapout:
3 Embossed Emboszed Embossed
Sunken Sunken Sunken
4 Flat Flat Flat
Flat: Flat: Flat.
5 Grey Girey Girey
“wihite “wdhite ‘hite
6 :gg Line befare fallowing periods: | Show am./p.m. division line
Divizion line between the days
7 3= ] .
14:15 Double line betore perinds:
8 1425
e
v
< > ‘ v

On the tab Layout 1 you can select the 3D layout option for Headings, Scheduled periods and Free

periods under '3D layout'.

Under Layout 2 you can select different settings for printing.
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5.6.2.2

P )

& Format 01 - Einzelstundenplan Tage waagrecht, Stunden senkrecht | =] || (=] ||i&|
9 Allgemein Auswahl [Bereich) Layout 1 Layout 2 HTML I+
Stundenplan-Stunde Geanderte Stunden
Doppelstunden wie Einzelztunden | Rt
K.omb. Klazzen [2a.2b-»2ah] Fett
Alle Klazsen in einem Feld K Larzive
| Fopplungen mit Punkt kennzeichinen kit | hervorheben
+| Fisigrung mit * kennzeichhen || Unterstreichen
| Stunden bei K.ollizion trennen Diuck
Stundentfelder sortieren Leere Zeilen nicht drucken
Leere Spalte nicht drucken
Vertretungsplanung Schwarz-welb-Duck
/| Absenzen anzeigen 1 Oberschiift j= Blat
K.ein Abzenzgrund
Mur Tagezabzenzen | Autosize fur I_.upe.
Wur Vertistungsstunden Htl‘l‘l|-|r'|l:|Ef-:SEI.tE ml.t Langnamen
| Entfalle durchstreichen Stplnzeige im Minut-Modus
V] s el E ot Hauptklazzen getrennt anzeigen

Do not print empty rows / columns
Empty rows or columns will not be printed. This option allows for considerable savings in paper and
space (especially for summaries and timetables in HTML format).

Print black & white
Select this option if the timetables on your screen are colour-coded, but you wish the timetables to be
printed in black & white (for instance, because your printer does not support colour printing).

1 heading per page

You can print any number of timetables on one page and by default the heading (school name, date, file
name etc.) appears above each timetable. You can deactivate this functionality by checking "1 heading
per page' and so print just one heading on a page.

Headings

Headings in individual timetables (formats 1, 10 and 11) can be customise for printing. Click on Page
layout on the pen symbol.

By default, the full and the short names of the element will be displayed. Layout and format (font size,
alignment, font style etc.) of individual headings can be changed in the upper right-hand section of the
window
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Click on <New field> to insert the following additional headings into your timetable (see example below):

Text, Description
You can assign a text and a description of your choice to each master data element (via 'Master Data |
Descriptions') and instruct the software to include these details in the headings of printouts.

The example shows a heading containing the text and description entered under the master data for
class 1a. The two fields are arranged side by side. The maximum number of characters has been
extended to 15 and the font style set to bold
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5.6.2.3

Department
Allows you to include the name of a department in the heading of printed timetables (useful when working
with department timetables).

Class teacher
Allows you to include the name of the class teacher (entered under the master data of a class) in the
heading on printed class timetables.

Time range

Select the time range you want to display in the heading. You can choose between calendar week, term,
a customised date range or the total school year - depending on the date range entered under 'Selection
range' under <Settings>.

4 17.9.2018 - 29.6.201
Mo | Tu |We | Th | Fr | sa%|
1 EM | MA W, Bl

Term
Allows you to include the full or short name of a term in the heading of printed timetables (when working
with terms).

Fixed (constant) text
Text entered here (e.g. elective subject timetable) is displayed on all timetables of this format.

Selecting timetables

By default, the timetable displayed on screen will be printed. You can use the <Selection> option to
specify that several timetables of the same format should be printed simultaneously.



Timetable Display 229

~
P
& zize of the
tirmetatle to the page
SJ B Class(es)
M ame Full name
Bl 1a Clazz 1a [Gauss] Coupliflg legend
1b Class 1b [Newtan) footngte]
2a Clazz 2a [Hugo]
Zb Clazz 2b [Anderzen]
3a Class 3a [4istatle] pobreviations
b Clazs 3b [Callaz]
13 4 Clazz 4 [Mobel]
[ leachers of the class
All Marked IFverze 2;”5;2?'8 Rilice s
Lancel d picture
| ol <Maot Defined:
e B
41 - .
v kove picture &
> - - W

Using the mouseYou can select the timetables for the desired elements by holding the left mouse
button and moving the cursor or with <CTRL> + left click (see figure).

All
This option allows you to select all the elements.

Marked
Allows you to select all the elements marked with the specific code 'marked' under master data.

Inverse
Selects all the elements not previously selected (useful for print selection involving two different groups of
elements, such as part-time and full-time teachers)

Department
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5.6.2.4

5.6.2.5

Teacher timetable printing can also be restricted to the staff of a particular department.

Adjust to page size

The size of the timetable you want to print can automatically be adjusted to the size page.
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Printing lessons and timetable

When printing timetables for classes and teachers, you can also print the lessons view. Drag the
lessons pane to the part of the sheet you want to hawve it placed (e.g. below the timetable).
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5.6.2.6

Via <Settings> you can select the required lessons view. The print settings which are set for the lessons

view are used.

R LA
ol s TX Curie
15:10 SH1
L-Mo. Sl Te. UnSched Prds Per Teacher Subject Class(es)
11 41 2 Hugo GEc Ta1h2a2b
T 2.3 2 Ander 0= Ta
Gauss DS 1h
Curie TA 1a,1hb
73 22 3 Arist PEG Talhb
Rub PEE Ta,1hb

Coupling legend

Lessans

L-Cla
L-Cla-&
I.MlaF

Shart narne

Full name
Clazz

Clazs-f
Caws-F

A legend will be printed whenever there is insufficient space in the period window to display all the
relevant details of a lesson. For lesson information (in a class timetable), such details include rooms,

subjects, teachers and any time restrictions.
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Tip: Not in legend
If you wish to exclude a certain lesson from the printed legend, simply mark the lesson with the code (L)
Not in legend'.

5.6.2.7 Abbreviations

In addition a legend for abbreviations of subjects and/or teachers can be printed. In the following example
short and full names of the subjects are listed next to the timetable.

Lezzons, ..
Marme Full name @
GEc GeographyandEcon

Subjects
Saturday Marme Fullnam)

AR At

BlCerR1a Bl Biology mA  Mathematics
~ | CE  German MU Music Coupling legend
D5 Design PEE Boys PE £==|| lfootnote]
English FEG Girls PE
RE  Religious Education
T Texdiles Abbreviations
Teachers
Mama Full hame Marme Fullhame == |
Ander Andersen Curie Curie ﬂ Teachers of the class
Arist Aristotle Gauss Gauss
Callas Callas Hugo Hugo
Cer  Cemantes Mobel Mokel ﬁ
Ruh  Rubens I Timetable of the class

5.6.2.8 Additional information classes/teachers

With the class timetables additional information on teachers, who teach the class plus the respective
subjects can be displayed and vice versa, with the teacher timetables his/her classes and the respective
subjects can be shown.
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5.6.2.9 Timetable class of class teacher

Gauss is class teacher (form teacher) of Class 1a as entered in the master data. The timetable of 'his’
class can be printed on the same page.
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5.6.2.10 QR code

If you use WebUntis you can check the box 'Use of WebUntis' in the licence data window. The program
now ‘knows’ that you use WebUntis which makes sewveral work processes easier.
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Licence data ot
Licence data
Schaoal narme Licence Ma. 3 day Untis
Test schoal DEMO ABC-123 license
Schaool zize
For demo and test only DEF-456
- far 700-1500 students
-GHI-?BE
I:I Expiration date
Modules
Standard package Small modules
Optirization Lezzan planning - walue calo.
Fioom optimization + off-zite bui... Break supervizion
Scheduling dialogue Department timetables
Big modules Students timetablas
Cover planning |nfo timetable
Course scheduling Multiweek timetables
Minutes tirmetable bultiple terms
Calendar - ear Planning
Footer Gruber & Petters Saoftware
Coauntny Reqgion Custarner-Murnber
Germarny - - 0
L Use of weblntis
i

If you check this box, the QR code is printed by default which brings students, parents and teachers to
the installation page of our Untis Mobile App. Everybody involved can be informed on the timetable and
its daily changes easily and quickly.

The QR code can be shown or hidden in the timetable layout.
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5.6.2.11 Several timetables per page
Click on <Settings> under 'Page layout' to access further printout options. The settings options vary

depending on the timetable format. The following descriptions apply to individual timetables with formats
1 and 10:
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Timetables per page

Specify how many timetables you wish to print on one page. The example shows a page containing 6
timetables.

Tip
The print details are stored separately for each timetable layout. It is therefore quite easy to store
individual settings for different printing requirements.




236

5.6.2.12
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Check the option 'One timetable for each week’, if you wish to print a separate timetable per week for
each selected element. In addition, the field 'School week' can also be used to specify which weeks
should be printed. If this field remains empty, those weeks will be printed that were selected under
<Settings>. This is a particularly useful option for schools with irregular lessons. Check the option 'New
page for each element’, if you wish timetables to start on a new page for each new class or teacher.

Details, overview timetables

The following print options are available for overview timetable formats 11, 20 and 30:

Number of rows/columns per page

This option allows you to specify the number of rows and columns to be printed on one page. The
example shows an ovenview timetable for the room availability for classes. The number of rows and
columns is to be calculated automatically. In this case there is space for three days.
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With the option 'Several timetable blocks per page' you can define that individual days of the ovenview
timetable are printed underneath each other on the same page. Timetable blocks' refere here to
consecutive days which can be printed next to each other on the resprective page.

I Al
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Coupling legend

As with individual timetables, the printed versions of overview timetables can also include a legend
containing the details for which there is insufficient space in the timetable periods. The legend for
ovenview timetables is always printed on a separate page.

Intermediate headings
Oveniew timetables can contain a large amount of data. For purposes of clarity, the row and column
headings can be repeated at regular intervals.
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If intermediate headings are not to be repeated at regular intervals but before specific elements, please
use the field 'Heading before this element'.(Print | Details)

Page heading

In the field 'Page heading' (Print | Details) you can define a text which will be printed as a heading on

every page.
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5.6.2.13 Background

You can include images and graphs on your printed timetables. The image must be available as a
.bmp, .gif, or .jpg file. Depending on the image or graph you want to include, you can use this function to
print your school logo or a background for the timetable.
1. Click on 'background image' in page layout, select the image in .bmp format you want to have as a

background image.

2. Click on the option 'Move image' to drag the image to its new position.

3. Deactivate the option 'Mowve image' to fix it at the position you want.
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5.6.2.14 Header and footer

4

!

The information displayed in the headers and footers can be changed by clicking on the pen symbol in

the page layout. The licence text (school name and address) is always displayed and cannot be
suppressed.
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5.6.2.15 Page setup

You can specify the paper orientation (portrait or landscape) and the margins directly in the page layout.

Select the right format via the paper symbol.

% Page layout

@O 15/7© Q-

Partrait
Landscape
# st school DEMO ™ TiFretatle 2018/2018

Fordemo andtestonly  Walid from: 10 Qctobe

?a Class 1a (Gauss)

Click on the margin line on the respective side of the page and drag it to change the margin size.
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A3 print
It is often useful to print oveniew timetables on A3 size paper. If your printer supports printing on A3
paper, proceed as follows:

Set your printer to paper size A3 (under 'Print | Prroperties’). If the A3 printer has been set as the default
printer in the Windows Control Panel and if A3 paper has been set as the standard paper feed in the
printer driver, the timetable will automatically be printed in A3 format.

Print .

Printer

M arne: Microzoft %PS Document YWiter

Status: Ready
Type: Microsaft #PS Document ‘wiiter w4
“Where:  PORTPROMPT:

Cornment: L] Prirtt ta file
Frint range Copiez
(@) &l Murnber of copies: 1 =
() Pages  fram: |'| | b | 2 |
2 3 2 3 Collate
Selection 1= 1;

Cancel

5.6.2.16 Several classes in one timetable

When a class is divided into two components, for instance a science and a languages group, but the
timetables of the two components differ in only a few key respects, it can be useful to output the
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timetables of both class components in a single timetable.

To do this, enter the combined class name of the classes whose timetables you want to print on a single
timetable in the 'Master class (TT print-out)" field under 'Classes | Master Data'.

i . .
= Klassen / Klasse

103 v:@ED%%?‘%.—%@?

Mame: Langname Hl.Gruppe ~
10 Klasze 10& 1

10a_nat 2

10a_neu 2

0:5a Klazze 35

05k Klasze Sh

(§1=8 Klasse Fa W

Klasse* w

The example shows a class with a science (10a_S) group and a languages group (10a_L). The period
details window shows that the students in the science group (10a_S) are scheduled to have a Physics
lesson on Wednesday period 1, while the students of the Languages group (10a_L) are scheduled to
have French. The combined name of the class is 10a. The screen display shows the names of all class
components (10a + 10a_S + 10a_L).



Timetable Display 243

5.6.2.17

10a+10a_nat+10a_neu 10a - Klasse 103 Etunn"uan
103 > - -3 30 s -g;i’

T | Schulishr20.9.2010 - 30.6.2011 -

Montag |Dienstag |Mittwoch |Donnerst| Freitag

D Pr106

Klal - Klasse 1* w

The timetable printout contains all the information of the class components in a single timetable for class
10a.

Note:

If you wish to prevent timetables from being combined for specific timetable layouts, deactivate the option
'Show master classes separately' on the Layout 2 tab under <Settings>.

Timetables in HTML format

You can print out timetables in HTML format in order to make them available in your school's intranet or
on the Internet,

Creating timetables in HTML format is similar to creating printouts of timetables. Proceed as follows:

e Activate the timetable you want to save in HTML format and open the dialogue box 'Print selection' by
clicking on <Print> or <Print Preview>
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Select the elements you want to print (i.e. save in HTML format) and customise settings and details
(e.g. legends etc.) in the usual way.

e Click on <HTML>.

Print selection >

Clazs[ez]: 1410 Edit printaut

Selection...

POF

POF [3enerate a zingle file

OHTML o

A file dialogue box appears. Enter the name of the directory where you want to save the HTML files
and confirm with <Save>.

Mame Datum Tvp Grafke FMarkierungen
G Clala [2.07.2007 14:15 Chrame HTML Dao 2 KB
G Clala_la [ 2072007 1415 Chrame HTML Dao 35 KB
i Gplneex 4 GIF-Date 3 KB
| Gphlext GIF-Datei | KB
&l GpPrev 08.06.1998 18:31 GIF-Datei | KB

An index file will be created for each output, allowing access to each of the output elements. The index

file name is based on the format used (e.g. CLA_HTML). Use the file to open the index with the links to
the exported elements.

Tip
If the full names of the elements to be output are to be used, activate the option 'HTML index page with
full names' on the 'Layout 2' tab under <Settings>.
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Test school DEMO Timetable 2018/2019 Untis 2018
For demo and test only  Valid from: 10 October 12.7.2017 14:20

—
s ]
=
[
jxu)

[
5
[y

[

UntisTimetabling Software

Test school DEMO Timetable 2018/2019 Untis 2018
For demo and test only Valid from: 10 October 12.7.2017 14.23

1a ciass1a (Gauss)

Mo | Tu Sa
1) EN FIVIA R E] == VL
2| MU |[EN
3| BI - MA EN EN MA
4 DE MWA DE Qe
5
6
7
: Pes

Untis 2018 e I é Untis Timetabling Software

Gruber&PettersSoftware

e When using the Cower planning module, the updated timetables also contain complete details on
teaching cover.
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5.7

Import and export of formats

As a general rule, the formats you create are saved in the current work file. In order to make these views
available for use in other files, you need to import or export them

% Formats / Timetables - 0 =
s [T®R -

M ame Full name: Standard | Ih menu L
Tea-Diag Teacher-Dagnoze ]
Cla-Subst Clazs Vertretung ] ]
Cla-Diag Clazz-Diagnoze ] ]
ClaHTML  Classes HTHU ] ]
TeaHTML | Teacher HTML ] ]
FooHTHML | Foom HTRL ] ]
Teal Teacher 1 ] ]
Clal Clazz 1 ]
Raol Faom 1 O
Stul Students 1 ]
Teah-1 Teacher 1 ] ]
Cla-b-1 Clazz 1 ] ] W

e

e Select 'File | Import / Export | Untis | Formats/Window groups/Ribbon™.
Select the 'Export of formats (gpf)' tab from the dialogue box.

Untis MultiUser 2018 - demo - Test schaol DEMO - Timetable 2018/2018 - 8 x

Interfaces
- . Webuntis

" Import/Export of master data and lessons via an XML file

g Import TXT file (CSV, DIF)
. Import cover planning data

Country-specific " imports data from the module cover planning out of another *.gpn file

[ Germany

== Austria
—

P I ascTimetables
L " Import aSc Timetables

ljbckflum | edoosys
" Import/Export fir edoo.sys

. I Atiantis
o] Brazil
" Import/Export for Atlantis

¢ Enter a name in the name field of the export file (e.g. 'New.gpf).
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Import/export format

L] Eingabeformat Impor Formate (gpf-|Export

Export file
'-skh:up"\TT formatziMew GPF Browsze. .
| Timetable formats Select
Entry formats Select
Window groups Select

Ribbon zettings

Export

LCloze

You can export the format details of timetable views and of master data views. Select a particular

timetable view for export by clicking on <Select> in the row Timetable formats'.

¢ From the dialogue box, select the timetable view whose format you want to export and confirm by
clicking on <OK>.
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5.8

Timetable farmats >
Short name Full name Tupe El » Please select the

Leh Lehrer 1 T T deszired formats.

klal Klasze 1 TT Cl

Raul Raurn 1 TT R

Shul Student 1 TT 51

Leh-b4-1 Lehrer 1 TT T

Fla-t4-1 Klazse 1 TT Cl

Fau-t-1 Raurn 1 TT R

Shu-M-1 Student 1 TT 51

Leh1 Lehrer 1 TT T

kla-1 Klazze 1 TT Cl

Rau- Faum 1 TT R

Shuv Student 1 TT 51
I;eh'l.ﬁ. Lehrerplan grof TT }Tn b Cancel

The format data has now been sawed in the file 'New.gpf. You can now make your formats available to
other Untis users (minus school data) or import the formats into other files.

Use the same method to import formats from a .gpf or directly from a .gpn file.
Using the clipboard

Using the clipboard, you can export timetables to other programmes such as word processing
applications.

Proceed as follows:

e  Click on the timetable you wish to export (the title bar must be blue)

e Copy the timetable to the clipboard (menu command 'Edit | Copy' or via the shortcut <CTRL>+C.

e Switch to your word processing application. Select 'Edit | Paste' to insert the contents of the
clipboard in the form of an image.
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"
B H S O # ] s
WA START | EINFUGEN  ENTWURE  SEITENLA

a . -
D Calibri (Texth = 111 - A A Aa-

Einffgen‘_ F K U - abe X, X° &_ay,.‘
Zv  Einfiigeoptionen
L e

A

Inhalte einfligen...

3 Standardeinstellungen fir das Einfligen festlegen...

The 'Edit | Paste' function can also be used to export the legend.

Inhalte einfligen

Cuelle: Unbekannt

Als:
@ Einfligen nformatierten Text

Yerknupfung sinfligen: :
! I - - Gerateunabhangige Bitmap
Lnformatierten Unicode-Text

Als Symbol anzeigen

Ergebnis
Flgt den Inhalt der Zwischenablage als Bitmap-Grafik &in. Dieses Format entspricht genau der

Bildschirmdarstellung, bendtigt aber mehr Arbeitsspeicher sowie mehr Speicherplatz auf dem
% Datentrager ein.
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6.1

B H S O #% i s Dokument1 - Word T EH - 0O
I START EINFU EMNTW SEITE  VERW SEMD UBERP ANSIC EMTWI| ACRO /& GruberPe.. -
-ﬂ-D Calibri (Texthaper) - |11 . As #%

F K U -abex, X #p & :
Einfligen " - Formatvorlagen Bearbeiten
. ¥ A-¥-A-A- A A - -
Zwischena.. s Schriftart P Formatvaorlagen T
Ll E 1 z E: 4 c £ 7 g a S RIS CI RSt I RS L YIS LA DL O R E A T
Montag Dienstag Mittwoch | Donnerstag Freitag Samstag
&00 :
N 1 845 Mus Call Ria Bio CerBis
g8 R
B y 222 |mms cangia 5| DRubRla
9:50
. 3 230 | Bio cerpia
Ke Calla Rla
1045
" S D RubRia D Rub Ria
N 11:40 .
3 12:25
. 12:28
6 13:20
- 13:30
7 1415
< 19:25

10

la- Klasse la(Gauss) Stundenplan (Klala)

11

= 1) Arist, Sporthd, Th2 la,1b Mur fir Madchen
o Ruby, Sportk, Thl 1a, 1b
2) Ander, Wk, Merkr la Freiwillige Ubung

auss, Mk Mlerkn 1b
Curie, Twe, Twrla lb

i 1levme e P Al P Al

m)

EMET1V¥ON1 45WORTER [[# DEUTSCH [OSTERREICH) £

User Tips

User tips

This chapter describes additional options and useful settings not covered under master data and
lessons. These should help you to take full advantage of Untis in working with your timetables.
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6.2
6.2.1

Ribbon

General

Untis has a ribbon or multi functional bar control. In the following section the most important functions of
this menu control are explained.

In general you will find the majority of all functions you need on the Start button.

Scheduling  Timetables

00ls

In the Untis standard package all commands are also available under the respective topics, i.e. under
Data , Scheduling and Timetables and can be accessed via the respective tabs.

If you use modulesn there are even more tabs available.

Tip:
You can fold the ribbon. Just click on your right mouse button anywhere on the ribbon and choose the
respective command.

Scheduling Timetables Course Scheduling Modules

. B @ @\

Classes Teachers Rod = — Scheduling Multiple Departments  Settings  Help
- - o / = Optimisation = = F— = - topics ™

right-click amywhere on
the Ribbon

T T Y R ] 1

l} Add to Quick Access Toolbar

Customize Quick Access Toolbar..,

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon N e

The minimised ribbon looks like a classic menu.
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-~ B EBEE|-

Crata Scheduling Timetables Course Scheduling Modules

ﬂ Classes /f Class

[fa | BEMBRTYT 452 O M db-@0

Mame  Full name  Room  Main subjdbday  Lunch break | Periodsiday
1a Clazz1a (¢ Rla 4 1-2 4-6
1k Clazs 1h (M R1b 411-2 4-5
2a Clazz 2a (F R2a 411-2 4.7
2b Clazs 2h (2 R2b 4|1-2 4.7

6.2.2 Filetab

In the menu 'Recent files' you will see the files and the respective folders you opened last. Important files
and folders can be fixed so that they are permanently shown in the list.

Untis MultiUser 2018 - demo - Test school DEMO - Timetable 2018/2019 - m} x

B New Files... Folders...

demo.gpn

== Open Untis

‘\Praktikant\D'ocumentsiUntish,

Ch\Users\Praktikant\Documents\Untish

Recent files
B, Close demob.gpn 5 Desktop &
= C:\Users\Praktikant\DocumentsiUntis) B chusers\LP\Desktop!
- demo5.gpn Untis
® Save dat + +
= % C:\Users\Praktikant\Documents\Untis', ChUsers\Public\Documents\Untis',
= < demo1.GPN 5 Downloads &
= 3aUE a5 Cr\Lingua'\Praktikant 2017, ¥ c\Users\P\Downloads\
KursDemo.gpn 5
E Login Ci\Users\Praktikant\DocumentsiUntisy
01_Kurs_EASY_explanation.gpn .
Q\Lingua\Praktikant 2017\

6.2.3 Quick Access Toolbar

Similar to common Office-applications, Untis also has a Quick Access Toolbar , which you can
customise according to your needs. There are two options to do this:

»w B
[ = Weight
Classes Teachers Rooms Subjects

= = . & Optimi

Cverview Sche

1) Right-click on an icon in the ribbon and select the option 'Add to Qucik Access Toolbar' in the contect
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menu.

Timetables

‘q%t}iagnusis - E

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

2) If you want to add or delete symbols click on the black triangle on the right side of the Quick Access
Toolbar.

v+ Open

@ “m’ ﬁ v  Save data

Classes Teachers Rooms Subject: L
T T v T «  Print
Cwverview . .
v Print preview
+  Page layout
+  Print in Excel

+  Weblntis

More Commands...
Show Below the Rit%u
Minimize the Ribbon

Active symbols of the Quick Access Toolbar can be deactivated directly in the toolbar. If you want to add
any functions to the Quick Access Toolbar just click on <More Commands...>.

A window opens - in the order of the tabs - where you can add commands available in the Untis Quick
Access Toolbar.
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6.3

[ B
: - 2 22
Quick Access Toolbar l Choose commands from:
[F'rint Preview vl = Dpen
Camrnards: H save data
<Separatory ﬁ‘n'i Ur?do
@ Cloze (= Prirtt
fj. Mext Page Ei Print preview
Preview - @ Page layout
f_& Previous Page I:é Prirt in Excel
Frirt = <Separatory

& =

Toggle OnedTwo Pages display
Zoom hd

\Q Zoom In

\i’, Zoorm Out

[] Show Quick, &ccess Toolbar below the Ribbon

| [ Abbrechen | | Hire

Working with several windows

In general the windows open at the Untis desktop synchronise automatically. This means that switching
to another element in the master data window affects, for example, an open timetable window.

T -
== Classes f Class =

Ld = @8 2b - Class 2b (Andersen) P, - O x
LR T &HSES O

Zb ~ tu-F A s
Mame Full na Foom | hain zubj.fde Lunch bresk Periodsiday n - School year17.9.2018 - 29.6.2019
Fla 411-2 4.5
Rk 411-2 4-6 Sa
F2a 411-2 a-7
Clazs 2b (Andersen) R2b 4 1.2 4.7
Clazs 3a (Aristotle) Rz 4.1-2 4-5
Sh Class 3h(Callas) P=1 411-2 4-3
4 Clasz 4 (Mokel) Ps2 411-3 4-5

E Class e

W~ R | = R =

|Cla1 - Class 1 e
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6.3.1

Therefore it is recommendable to have several windows open at the same time. Please note that the
different phases of working on the timetable have different requirements concerning ad hoc information
which the scheduler needs to have: an open scheduling dialogue is simply in the way when you are
working, for example on the assignment of subjects, i.e. all lessons at school need to be assigned to all
teachers at the school. Equally, the presence of a weighting window is simply inconvenient when all you
are trying to do is some last manual fine-tuning of the timetable.

Untis provides you with two possibilities to save frequently used window combinations and to quickly
switch between these window arrangements.

1. Window arrangements
2. Window groups

Window arrangements

The Untis ribbon is designed in such a way that by clicking on a button a pre-defined window
arrangement is opened.

- Y- % @ @ (=) @ £ Info-Timetable = @ @ [ Reports ~
. - &5 - = © [ - i R Element-Rollup
as =

cheduling  Multiple Departments  Settings Help Cover )
- - terms - * topics~  scheduling < e~ 42 comparison mode
Overvi iling tools Modules Tools
e Classes / Class |E| - 0O X "‘ 2b - Class 2b (Andersen) Timetable o
- e = = = 3 - >
P TF: PEMNRAT &8 0 Bm Y| B ~a-F dAas Bl &
Mame Fullname Room | Main subifday | Lunch bresk | Periodssday - ¥ | Schoolyear17.9.2008 - 29.6.2019 v
1a Clazz 1a (G R1a 41-2 4.5
1hb Cl b (M R1b 4/1-2 4-6 Unsc
ass b ( Mo Th | Fr | Sa
Za | Clss2a(F R2a 412 47 1131
2h Class 2b (2 RZh 4 1-2 4-7
3a Clazs 3a (& R3a 41-2 4-5
3hb Class 3b (C P=1 4/1-2 4-5
4 Clas= 4 hie Pa2 417 4.8 e
[] q
the related window arrangement
e Class 2b {Andersen) / Class L - A
- i = ) == >
[0 | BEN® 8L - O T
L-Ma. [+ CLTe UnSched Prds  Per  YrsPrds Teacher Subject  Class(es) Su s
11 4.1 2 Hugo
B 3,7 1 Callas L-Mo. Tea.Subj. Rm. Cla. Time Schoolweek Stud. |Sp
75 22 3 Rukb T2 Curie, TH, Ty 2b 1-41 31 Fa
=il 2,2 2 Curie +3
94 2.1 1 Mewy
< < >
[=] tne. [ J& |Class v| Clat - Class 1 .

Press F1 far HELP DE UF
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(= IE E I'c. l'—\ EF | ¥ Untis MultiUser 2018 - demo - Test school DEMO - Timetable 2018/2019

Data Scheduling Timetables Course Scheduling
- Y- .. o [
28 ) 0 .
| &5 [Tl E - Element-Rollup
Classes Scheduling  Multiple  Departments  Settings Help Cover = i
L'e T @ terms - - topics~  scheduling v IE T toCOmparlson mode
2 Ma ata Modules Tools
B Lessons Ple o o =
All lessons 5 - = < = o —— = =
= 18- Bl | E 1 BEMRETLS JR- QRS &
ﬂa Class timetable portrait 19 L-Ma. [+ C1LTe UnSc Per | YraProds Teacher Subject  Clazs(es) Subject roo Home room | Doubl
ﬂi Class timetable landscape 11 4.1 2 Hugo EW.W.%.% Rila
ﬂﬁ- Classes overview portrait G 3,7 1 Callaz  CH 2a,2b 3a R2a
h | Fr | Sa
G Class overview landscape 73 2,2 3 Rub - Zh2a SHi R2b
B Class schedule big E 81 2,2 2 cuie (BRI 20 2 A rze 1-1
94 21 1 e m 2a2h R2a
B Overview dasses E PH
DE g 2 Meswe  PH 2h FL R2b
28 Student groups i |8 34 By s Calas |[DE 26 R26
@ Time requests 37 2 Callaz | MU 2b R2b
42 2 Call AR 2k Rk 1-1
Window Group =as
2 rooe R 2 R2b
6 2 Rk
T 2 R2b
3 | R
5 Rk
L-Mo.  Tea. Subj. Rm. Cla. Time Sc
11 Hugo, GEc, R1a 1a,1h, 2a, 2b 1-
+3
< >
< >
e [ 4l v
Clal - Class 1 v| -
Press F1 for HELP DE UF NUM RF

The window arrangements can be customised individually. For changing the pre-defined window
arrangements you need to do the following:

1. Arrange your screen (by opening and positioning the relevant windows) the way you want it.
2. In the menu below the respective button there is the sub-menu Window group , where you can save
the window arrangement.
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== ~= ERBEKE,|- Untis MultiUser 2018
Data Scheduling Timetables Course 5¢
@ v = @
=1~
Classes — Scheduling  Multiple Departments  Settings H
- E T OE T hd terms - - top
I8 Master Data
Egp Lessons
E Alllessons
Bg Class timetable portrait
G Class timetable landscape
- = =
O@ Classes overview portrait 2b - HE [T
Bg Class overview landscape Mame Full name
G Class schedule big 1a | Class 1a (Gauss)
Elﬁ T e Ea 1h Class 1h (Mewwton)
2a Class 2a (Hugo)
8 Student groups b Class 2b (Andersen)
{5 Time requests S8 Class 3a (Aristotie)
Window Group 2 Save Sh(Callas)
4 (Makel)

+  Single windnwlé'

Single window

Press F1 for help.

3. Your individual window arrangement is saved now. Next time you click on the respective button your
window arrangement will be opened.

Tip:
If you want a single window to open additionally to the windows already open on your screen when
clicking on the respective button, then activate the option Single window .

Note:
If you want to get back to the originally defined window arrangement, just go to the sub-menu 'Window
group' and click on Reset .




258

6.3.2 Window groups

Window groups have been used before the ribbon was introduced and can still be used.

The following example will demonstrate how to create a windows group.

1.  Open the respective windows and arrange them just as you need them when you work with them

2. Click on the <Window Group> button on the top right in the main tool bar.

Untis MultiUser 2018 - demo - Test school DEMO - Timetable 2013/2019

Scheduling Timetables Course Scheduling Modules

@ - - Y- % @ @ ' % ) Info-Timetable ~ (& @ 2] Reports -
H - In- — =) [Tl E - Element-Rollup /
Classes Scheduling  Multiple Departments Settings Help Cover =
- W T @ terms - - topics = scheduling v @ v pComparison mod
Overview Scheduling tools Modules Tools
I.f
#£ b - Class 2b [Andersen) nnnﬂne = o ﬂ Class 2b [Andersen) / Class E |E| = :, x
[ Yre-B dR s 4 | BENR RTEFL FR- OFSE e T
School year17.9.2018 - 29.6.2019 = L-Mo. |+ C1Te UnSc Per  YrePrds Teacher Subject  Clazs(es) Subject roo Home room  Doub A
11 4,1 2 Huga 1a,1b,2a,2h Ria
3] 3,7 1 Callas  CH 2a,2h,3a R2a
75 2,2 3 Rub  [PEBL 20,2 SH1 Rzh
a1 2,2 2 Curie 2b,2a [T e 1-1
94 2,1 1 - EBEr R2a
il 2 ey PH 2h FL Rk
34 % 1 5| Callas  |DE 2h R2b
a7 2 Callas | MU 2h R2b
42 2 Callzz | AR 2h R2b 1-1
43 2 Nobel b R2b
55 2 Ruk HI 2h Rk v
< ¥
E L-Ma [ |Class ~
Clal - Class 1 v|
4 »
Press F1 for HELP DE UF KNUM RF

3. The Window groups window is opened.

4. Click on the button <Save window group as> and assign meaningful short and long names.
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6.4

Pl

.~ Window groups

NER =X

Sel ow group; Diagnosiz

& Full name Mo print-out{lnfa] | Mr.

Diagnosis | Timetable diagnosis [] 1
Timetable | Timatabls [

Infal If Mame of window graup

Info2 I

Aufzicht B Timetables Name e
= H by Tirnetable combination Full name

f_ Mr. af the window group [0=no number]

s

k. Cancel

Tip: Import/Export of window groups

You can transfer the window groups from one file to another at any time. To do this, open the file into
which you wish to import the settings and select 'File | Import/Export | Untis | Formats/Window groups/
Ribbons'. On the 'Import window groups' tab you can now navigate to the Untis file from which you wish
to import the window groups and start the import process.

Settings

On the 'Start' button under 'Settings' you can define all relevant settings in one central place. The most
important of these will be introduced in the following section.

e |
o U %

Settings Help Cover
= topics = schedulir

fsh  Settings

[fX] Time grid

'g School holidays
% Licence data
Toolbar
Express-mode

COpen Untis.ini...
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6.4.1

6.4.1.1

Settings >
—|- Schaol data School name

General Germany ~  Country

: Diemostracion DEMO

Overview - B

Values Demoztracion/E waluacian
+ Miscellaneous School pesr Larnguage
+- Reports F Ta e s
+- Substitution Planning i Fheel nLmaet
. Caurse Scheduling 19082018 + | (30062019 —

. - 1D
- MultiUser

1 2| Weekly periodicity

Type of zchool
gt zchool week [8B...]

Activate daily time grid
PAwlti-Tirnegrid

Catcel

Time grid

Defining a simple time grid with the same arrangement of periods on every day of the week is described
in detail in the brochure 'Getting Started'.

However, it is also possible to define individual time grids for every day of the week, which is described in
the following chapter: Daily time grid .

Daily time grid

Untis presumes that every day of the week has the same arrangement of periods.There are, however,
schools which hawe a different time grid every day.

In this case you need to go to the Start tab, open the 'Settings’, go to the section School data and check
under General the option 'Activate daily time grid".

Settings w
a S;ChOOI et School narme

General Germany = Country

a F Test school DEMO

verview -

Values Faor demao and test only
+ Miscellaneous School pear Language
T--Repor‘ts F . et )
+- Substitution Planning : chool number
o T T [E03z018 ~| [30062m3 —

) =1 1D
- MultiUser

1 2| Weekly periodicity

Type of zchool
gt echoal week [2B...]

‘ || Activate daily time gnd ’
ultr-Tirmegn

Cancel
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When you have confirmed with <Ok> and closed the window, an additional tab called 'Days' appears in
the time grid ('Settings | Time grid').

5 Time grid

sk st

Choose one of the days from the list (in our example: Friday) and change the start and end times of the
periods.
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@8 1a- Class 1a (Gauss) T:mefEEl::l... - O x
[1a ~te-B As B >

School year:17.9.2018 - 29.6.2019

"- Period window - Contents (fields) of a teaching period

1 B & U Centre fields autamatically Type of names Zaom
Harizontal (®) Short name »
E _,-r?,r: % Yertical () Ful name
(Csrmt e " 2 sl
o G0 Font size in 3
T
Type of Timetable '
| Classes) v| Align fields
~
10.05
Swudent group | .
LSS50 NUMICSr * 1 S u bJ e Ct *
T |

The different times are visible, if you activate 'Start and end time' display under <Timetable settings>
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6.4.2

o

7% 1a - Class 1a (Gauss) mnl... -

1a ~| . - [F @

|

x

ol

-

hd 09.20018 ~| - -29.9.2018

8.00+

9.00—s:

s

el Layout 01 - Individual tirmetable with days across the top

4 General Selection range

Period window
Double periods like single peniodz
Comb. clazz names [2a,2b-» 2ah]
All clazzes in one field
| Mark couplings with a dot
| Mark, locked periods with a ™ [asterizk]
| Separate penods in caze of clash
Sort perodz
| Merge matching periods
Cover planning
| Show absences
Mo reazon of abzence
Only full day abzences
Only cover penods
| Strike through cancellations
b arual scheduling
DragDrop: Muliple lezzons

| Draglrop: show chained swaps
| Clugter-mode

CragDrop: colours zame as hime requests

Layout 1 Layout 2

Changed Periads

| Fed
Bold
| talic
Ermphasized by 1"
IInderlined

Print
Do not print ermply rows
Do not print empty columng
Frint black _white
1 heading per page

i

1]

[

ne

| Alta-zize for the detailz window

Ll TT dizplay in minute mode

h0-10.35 (45

oW Master clazzes seperately

| Show break labels

w| Uze aliaz for detailz windaw/legend

Cancel Apply

or display the timetable in minute mode (‘Layout 2' tab).

School data

In the School Data section under General you can enter details such as the start and end date of the
school year, country, region and type of school. The details entered in this window are required for a
number of different (statistical) processes and calculation methods.
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6.4.3
6.4.3.1

Settings
=3 S:Ch‘m' data School hame
i eneral Germany
a ) Test school DEMO
o Qverview
Values For dema and test only
[+ ;:ﬁscer;lzlaneous School pear Language
i EPO_S . . Fr. To
[#- Substitution Planning
- Caurse Scheduling |,US,2D‘|8 V| |3U-UB-2U19 ~
o MultilUser

1 =| Weskly periodicity

13t zchoal week [2.B...]

Activate daiy time grid
PAwlti-Tirnegrid

4

Coauntry

Region

School number

D

Tupe of zchool

Catcel

The item Overview provides an overview of the number of classes, teachers, rooms and lessons at your

school.
Settings et
= School data
General ¥ Clazzes
Overview 10 Teacherz
e Walues
13 Roomsz

- Miscellaneous
- Reports 18 Subjectsz
- Substitution Planning 77 Lezsons
- Course Scheduling

o Multillser

Cancel

Section Miscellaneous

'Auto-save'

Here you can specify the interval at which Untis should automatically save data and how many backup
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6.4.3.2

generations should be archived. The settings in the figure mean, for example, that Untis should save the
data every 30 minutes and use four generations of backup. These data are saved in files Save1.gpn,
Sawve2.gpn, Sawe3.gpn and Save4.gpn. The most current data are always in file save1.gpn and the oldest
— in relative terms — in file save4.gpn. In order to awid identical sawe files being created we would
recommend that you check the option 'Save only when the data has been changed'.

Settings x
= School data s . _

- General Mo, of auto-zave generations

- Overview a0 Auto-zave intereal [minutes)

- Walues
| Save only when the data haz been changed

-

discellaneous

- Auto-save | Open with the lazt file uzed

- Directaries «| Start with the curment date

- Timetahl L .
tmeta J. i Save the rezultz of the optimization in work, fles

- Customise -

Cancel

When you check the option 'Open with the last file saved’, Untis will automatically load the last file to be
processed. You can prevent this happening by holding <SHIFT> pressed when launching Untis.

In addition, the option 'Start with current date' also allows you to determine whether windows in which it
is possible to select the date should be opened with the current date or with the date last saved.

You can view the results of optimisation in the optimisation dialogue immediately after the optimisation
run. Check the option 'Save results of the optimisation in work files' if you wish to have these timetables
available after you exit Untis. This causes the result to be saved in so-called work files.

'Directories’

In this section you can specify various standard paths. We would recommend that you create
your own directories for your backup and work files (i.e. the files containing the different
timetables of your school saved during optimisation) and enter the paths on this tab.
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6.4.3.3

Settings ot
—- School data | Type of file Fath

- General Drata files [.gpn]

o Ohverview Werzion 14 files [ .gpu]

- Walues Back-up files C:h zershPraktik antyDesktop
- Miscellaneous Optimization rezults C: A zersPrakbikanthDezktop

-~ Auta-save Irnipart/E spart

- Directories HTHL files

- Timetable Departrnent files C:htmp

- Customise

E-Mail attachments
HTML-templates
FDFfilez

- Walue Calculation
- Warnings
L HTML

- E-Mail _— -
- Multiple terms Delete -—_ |
Cancel

'Timetable'

The settings of this section are relevant for a number of different timetable functions.

Settings *
—-. F . 5
SChﬂ_Gl data 12 Timetable version

- Deneral

. Overview | Synchronize dates

- Walues | Ww'hen switching terms, set the TT ta the beginning of the term
= Miscellaneous | Alwayps zort unzched. prds.

~ Auta-save Fepresentation of weeks

Dllrect-;:urles Show school weeks

- Timetable Show calendar weeks

- Customise

- Walue Calculation -

Cancel

For instance, the timetable version number you can assign to each timetable version will be included on
all printouts (please refer to chapter Timetable display ).

The Synchronise dates option allows you to specify, if a date change implemented on one particular
timetable should also apply to all other timetables open on the screen. This function is particularly
important when using the Multi-Week Timetable and the Multiple Term Timetable modules

The option 'When switching terms, set the TT to the beginning of the term' is only active for use with the
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6.4.3.4

Multiple Term Timetable module.

The option 'Always sort unscheduled periods' refers to the periods available for scheduling next to the
timetable you work on. When you check this box the unscheduled periods will be displayed right to the
timetable and it will not be possible to move these periods manually.

12 Timetable version i (Gauss) Timetable (Clal) O x

Synchronizse dates
‘w'hen switching terms, set the TT ta the beginning of the term r17.9.2018 - 23.6.2019

Pl /—ﬂ_ Always sort unsched. pros. .
(! »

] B B

ﬁ
DE
L

Clal - Class 1* w

|Cla1 - Class 1* v|

The last two options under 'Representation of weeks' are only active, if you hold a licence for one of the
following modules: 'Multi-Week Timetable', 'Cover scheduling' or 'Calendar-Year Planning'. Here you have
the option to define whether you want school weeks or calender weeks to be shown in the timetables.

'Customise’

In this chapter you can customise how you want to work with Untis by defining several options according
to your needs.
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Settings

—J- School data

. General

- ODwerview

- Values

= Miscellaneous

- ALto-save

— Directories

— Timetable

— Customise

-~ Walue Calculation
- Warnings

- HTML

- E-Mail

- Multiple terms
- Autolnfo

- Internet

+- Reports

2 Substitution Planning
- Course Scheduling

- Multilser

Irmport/E sport Menu

All menu-tems
Sub-menus per country
Menusz for the country

Lezzon windows
Fiefrezh the clazses' student no's.
Synchronize dates

lgnare room and text when combinging
coupling lines

Background colour main window
[] 5tan... = | TT-mode

[] Stan... = | Covermode

[ 5tan... = | TT-mode Multillzer
[] Stan... = | Cover-mode Multil ser
[] 5tan... = | Comparizon made

Toolbars
Detachable toolbars

[rata Entry

| Auto-complete

| Mouze-click activates edit-mode
| Drop down menus for master data

| Show the field-description
Ignore upper/ower case when sorting

v| Uze the calendar for entering dates

Create student groups automatically

Element-Follup
| Activate double click

-+ Update elements

taster data and drop down lists
Always zort teachers and subjects

Width of the drop-down menus
for master data,and lessons
120 = ‘width of the drop down-menu
= for departments

Cancel

a0

LI

The options for the data entry block are described in the following section Input assistance.

6.4.3.5 'Warnings'

Several warning messages by Untis can be turned off. Here you can individually activate and deactivate

warnings.

Settings

=J- School data

— eneral

- Owerview
—Values

—J- Miscellaneous

- Buto-save

.. Directories

- Timetahle

- Customise

- Value Calculation
- Warnings

- HTML

- E-Mail

- Multiple terms
- Autalnfo

- Internet

The block size pou entered iz in contradiciton to the number of weekly periods of thiz

| On/oif YW arningz and Emors
The view has been modified. Save the changes?
] Delete the leszons of thig element in all terms?
Do pow want bo couple these leszons?
The timetable format haz been changed. Do you want to zave it?
Delete lezsons for this element?
<
Wwarnings in the ztatuz line
| [ Deactivate sound []5tandard message
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6.4.3.6

6.4.3.7

'HTML'

In this section you can define different settings for HTML outputs of timetables.

these settings are already available
in the standard module

HT kAL -kt Footer

5. Miscellaneaus Contralz above TT Hone
- Auto-save | Contrals below TT Below timetable or list
- Directaries Encoding: UTF-8 Al the Battom
- Timetable HTML Timetables
- Custamise

. Eroperties for the <Body:-tag
- Value Calculation

- Warnings Fropertiez for the < T ablex-tag

some settings are only active, if
you use additional modules

If you use other modules in addition to the standard module, e.g. the Info module, there are also
additional settings available for you.

‘'Internet’

Untis allows you to receive information about version updates. In addition to activating the
option 'Automatically check the internet for program updates’, you must also specify how your
computer accesses the Internet - direct or via a proxy server. Please contact your system
administrator if you are uncertain about these settings.
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Settings >

T Schoal data
Prosyserer

2 Miscellaneous . )
= Direct connection Teat

- Auta-save _
- Directaries Prowsy from zystemn settings
. Timetahle Prosy [Host[: Port])

- Customise

- Yalue Calculation

- Warnings Lger untis zer

. HTMIL

— E-Mail ------------| | Pazzword

- Multiple terms i

. Autolnfo «| Check for program updates automatically

— Internet | Connect ko the internet for uzer meszages
[H- Reports HTTPF authertication

- Substitution Planning L zer

- Course Scheduling
- Multillser Pazsword

You can use the <Test> button to test whether the settings you have made are correct and
whether Untis can reach the Gruber&Petters web server. The following message pops up
when Untis was successful in connecting with the server.

Untis - Hint b4

& l L wwwuntis.at

Ok

The option 'Connect to the internet for user messages' is used to specify whether you wish to
receive messages from your local Untis partner and from Untis directly.

HTTP authentication is generally not required.
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6.4.4

6.4.4.1

6.4.4.2

Section Reports

Headers
Settings X
= Scho_ol clatla Heading Footer
G
ener.a Horaire 20718/2015 Gruber & Petters Saoftware
- Ohverview
- Values Valable dés: 10 octobre Filename
+- Miscellaneous i Tirme Range
- Reports - F'rfnt e ; School week,
| Print curment time
- Headers

- Print-names

+- Substitution Planning
- Course Scheduling

-~ Multillser

Print timetable wersion

| Print a honizontal line

12 Timetable wersion

Print page numbers

Calendar weel
Type of \Week &8, ]
Term

The options you can define here are mainly for headers (headings) and footers of printouts. For a detailed
description please refer to chapter Timetable print outs'.

Print-names

With print-names, Untis provides you with the easy-to-use possibility to replace shortnames in reports
(and also in timetables) with pre-defined combinations of first and surname. In the example below the
combination 'Title Name First Name' was selected for the printout.

Settings

- Schoaol data

- [F]

- Miscellaneous

- Reparts
i e Headers

¢ i Print-names

+ Substitution Planning
Caourse Scheduling

- MultiUser

Frint-name far teachers

Teach. Title+Mame First -

Print-name for students

Student Shart Mame -

Cancel
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Free Periods

Used syrbals: here the print names instead of the
* Blocked period or blocked day short names are printed
+ MTP (Mon Teaching Perod)
g Humber Elerments
Period Total * + Other Mames
mMo-1 3:00-8:45 21 0 1 Carl Friedrich Gauss *Hans Christian Andersen
Mo-2 8:585-9:40 311 1 +hlarie Curie Cad Friedrich Gauss
Mo-3 9:580-10:34 311 1 +harie Curie Cad Friedrich Gauss
mMo-4 10:45-11:30 21 0 1 Alfted Mohel *Hans Christian Andersen
Mo-5 11:40-12:24 a1 0 4 ictor Hugo Aristotle
Mo 12:35-13:20 91 0 2 Carl Friedrich Gauss [saac Mewton
Mo-7 13:30-14:14 g 2 0 B Carl Friedrich Gauss [saac Mewton
Mo-8 14:25-15:.110 9 2 0 T Carl Friedrich Gauss [saac Mewton

6.4.5 Licence Data

Entering licence data is described in detail in the brochure 'Untis, Getting Started'.
6.5 Input assistance
6.5.1 Element-Rollup

You may use the Element-Rollup window in order to make entries in lists viadrag&drop.

Example:
Allocations of rooms to teachers.

Open the file Demo.gpn
Open the Element-Rollup via the Start tab.

@ History-mode |
Element-Rollup

—Comparison mode

Tools

Activate in the Element-Rollup the room tab.

Select in the Element-Rollup a room, in the example below it is the pyhsics lab. and drag the room to
the teacher master data window. Drop it in the field room of teacher Gauss.
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o
|Gauss ~:. FEMB=ET &=Z& O 7 - Mame | Full name
Mame | Surname Room  MTPstarget | Periodsiday | Lunch bresk —{ e 5 T
b
FAUss Gauss PL 0-3 2-F 1.2 =] o SF"I'T ¥ Ha” ;
t
Mewe | Mewton 4-F oL PE':".S lah
zics lab.
Hugo | Hugo ro 0-1 -7 IWS W-"'k -
Ander Andersep pEI-1 4.5 1-SD ﬁi - ':".ls op -
Arist | Aristatle 0-1 4-5 1-2 rﬂg F HE”“ E: RO
Callas  Callas 0-1 4-5 1.2 = o EleEH '3':'”-1":":““
Mobel  Mobel 0-1 45 1-2 — FHE DE'SSH':":'”';
Fub  Rubens 0-1 4-7 1.5 2 o Elm H':":'m ;
Cer  Cervantes 0-1 47 1-2 — sz Ela“ H':":'m 22
Curie | Curie 0-1 4.7 1.3 $ azz Foom
IEI Teacher e |
£ >
Teacher X
“L Event / Teacher Mame Surname  Test
= W ¥ iv @ @ 7l I Ander  Andersen
From-To — L Azt Arigtatle
v Callaz  Callas
We P Drag = Cer Cervantes
ﬁ1 Curie  Curie maternal |
Evert-nr. Class Cl-Fr. Teacher Room  from CD Mk FR iod toDDMMW  TO period | —— G G
JUsE auss
11 28,20 Ander Arist Mew Rub 19.09, 119.09, AN = | H
= ugo  |Hugo
MNew Mewton
< >| &1 Nobel  Nobel
Eventnr. [11 |3 DrOp 5 Rub  Rubens
i
< >

You now hawe allocated the physics lab. to teacher Gauss via drag&drop.

Note:

Please note that you can dock the Element-Rollup to one of the 4 edges of the Untis main window.

As soon as you mowve the Element-Rollup on your screen, symbols directing to the 4 edges of the

window appear at the edges (and in the centre).
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‘ Element filter

- |

|R002'I} -Room 20

- |

Room X
. Mame | Full name
—
> r17.9.2018 - 29620019 % 5H1  Sports Hall 1
Dron SH2 | Sportz Hall 2
-M-unga!;- PL Phyzics lab.
WS “Wworkzhop
- Textiles workshop
HE1 Haome Econ. room
Fla  Clazz Room 1a
F1b  Clagz Room 1b
F2a  Clagz Room 2a
F2b  Clagz Room 2b

R3a
Pzl
Pz2

Class Room 3a

FPzeuda Room 1 [3h)

Fzeudo Room 2 (4]
>

Dropping the Element-Rollup at one of the symbols fixes it to the respective edge.

Classes

-

Cwerview

a2 B ® @\

Scheduling Multiple

terms

Scheduling tools

Timetable - Window

@ i Info-Timetable ~ & (& @
° - :
Departments  Settings Help Cowver HE Tools
- hd topics *  scheduling T % T -
Madules
Room g x
== Name  Ful namel} om | Bm. Wweight | C:
hi
= ] W PMame -
start dragging| | s lick right
~  Full name
SH2
H PL " Altern. room
pa— WS ~  Rm. Weight
— E1 - ~  Capacity
. _I HE1 B T
D J L D 4 Rla ~  Description
Rib
- 2 - +  Stat. code(s)
| | — a .
$ Foh " Off-site codes
—_ A3 ~  Dept.
i v Filter
] Ps2 = =
< >
—
DE

Please note that you can add (or delete) further columns via the context menu of your right mouse
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button.

6.5.2 Selection lists

Selection lists are activated in the master data and lesson lists by default.

7% Class 1a (Gauss) / Class

fr= - BENR RTSHS FR- ORE &

=

& %

Ander
st
st
Avist
Callaz
Callss
Nobel
Rub
cer

LMo+ CLTe UnSc Per | YrsPrds Teacher S

Huge  [E23

Ria

s
Religious Education
Chernistry

German

Engish

History

G
Biology
Physics

Class(es)  Subject roo Home room | DoLble

With the help of these selection lists you may choose available elements in, for example, the lessons
window when entering data.

If you do not want to use selection lists, just deactivate the respective option in the Settings , section
Miscellaneous , Customise :

Drata Entry

| Auto-complete

+| Show the feld-description

.| Drap dawn menus far mazter data

|gnare upperdlower caze when sarting

| Uze the calendar for entering dates

Create student groups automatically

6.5.3 Auto-complete

If you deactivated the selection lists, Untis tries to complete the master data you are entering in the

fields while you are typing them by suggesting suitable elements.
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6.6

Class 1a [Gauss) / Class

fla [+]: PEMR RTLH0Ee - B, JR-E 4 FC & .
L-Mo. |+ C1Te UnSched Prds Per  “rzPrds  Teacher Subject  Class(es) Subject room  Homeroom | Double pers. | Block
11 4,11 2 Hugo  [GEc |t Rla

7 2,3 2 7 b= 1a (n= R1a 1-1

73 2,2 3 Arist PEZ 1a,1hb SH2 HE

3 S Arist &, 1a R1a

33 a Arizt Er 1a R1a

33 2 Callas Ll 1a Ria

39 2 Callaz AR 1a HE 1-1

456 2 Makel RE 1a R1a

53 5 Fub DE 1a BE

63 2 1a F1a

59 2 1a T HE 1-1

a7 (i 2 1a R1a

- | L-No. : Class v

vates edit-mode
| Drop down menus for master data

| Show the field-dezcrphion
|gnore upper/lower case when sorting

| ze the calendar for entering dates

Create student groups automatically

Time Requests

Time requests are an important element of the Untis timetabling software. Time requests can be entered
for master data elements and for lessons. The button for this function can be found on the tool bar of the
master data or lesson window.
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o
% Teachers / Teacher

Mame  Surname | Room MTPstarget  Periodsiday Lunch break
Gauszs  Gauss 0-3 26 1-2

1= Mesnton 0-1 4-5 1-2

Hugo  Hugo 0-1 4-7 1-2

Ander | Andersen 0-1 4-6 1-3 LY

|E| Teacher e

Time requests are graded from - 3' ( completely blocked ) to '+ 3' (core time) which corresponds to a
very strong desire to for work.

@8 @8 95 P <5 a2 55

There are two different categories of time requests specific time requests and unspecified time requests
. Specific time requests refer to specific days and periods. Unspecified time requests, by contrast, are
requests where only the duration and the type of request (e.g. 1 day of -3") are specified and where the
selection of the day or period is up to the software program.

" Time requests / Teacher-51

@Ea@fas P sce= s @ =, .

Huga - Wictor Hugo

1 2 3 4 5 B 7 8 Das am | pm

b onday

)
Tuesday N O O

YWednesday

+3

Additional unzpecific time requests

Range MHurber | Time request
btercars 1 Kega e, meB B 2
Afternoons 3 Keep free, low priority [-1]

Unspecified time requests
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6.6.1

Specified time requests

Here you see the time request window of the teacher Newton:

"- Time requests / Teacher-51

@ @ aE J@ <= a8 o =, .

-
Mew . |zaac Newton

12 3 4 5 & 7 8 Day: am |[pm

td onday --

Tuesday

2 2
Wednesday ---------

Thursday +3
Friday
Saturday

Additional unzpecific time requests

Range Mumber | Time request

The following time requests are active:

Monday and Tuesday, periods 7 and 8: "-2'. If possible, Newton whould rather not have lessons
scheduled in these periods.

Wednesday, all day: -3'. This means that Wednesday is definitely blocked , i.e. teacher Newton is not
available to teach on Wednesdays.

Thursday (pm): '+3"; Newton wants to teach periods in the afternoon (periods 6 — 8).

Please note that time requests for entire days and half-days can be entered on the right-hand side of the
time grid (bottom part of window). This speciality will be described later in detail.

Entering time requests
If you want to enter new time requests, click on the respective button and highlight the respective cells.



User Tips

279

6.6.2

"‘ Time requests / Teacher-51

el B Faw @R .

LAy
Mew - Iowtnn
1 2 3

b onday

4 B B 7 8 Day: am pm

Tueszday

YWednezday ---------

Thursday +3
Friday

+1 +1 +1
Saturday +1 +1 +'Ih 9

Additional unzpecific time requests

Range Mumber | Time request

Please not that the button remains active until you click on it again, i.e. you can enter additional time
requests of the same kind by clicking on the respective fields in the time request grid.

Delet time requests

Deletes time requests for certain periods or blocks of periods by highlighting the cells and clicking on

<Delete>.

@B afas P 45| Em F =,

Unspecified time requests

In the lower part of the time request window you can enter unspecified time requests. You can select
days, half days, mornings, afternoons and any period range. When selecting a time range, define the
amount and priority of the time request, and optimisation will calculate the best position so that you do

not need to define it yourself.
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6.6.3

_,rll'.

= Time requests / Teacher-51

@B @i qE B “Ees @ @ = .

Fub - Paul Rubens

1 2 3 4 5 B 7 8 Dasz am | pm
b onday
Tuesday
YWednesday
Thurzday
Friday
Saturday
£ >

Additional unzpecific time requests

Range Mumber | Time request

Afternoons 2 Feep fee, medium priority [-2]

®
b

Daps
Half day=
W arnings

Afternoons

Period from-to

If you enter time requests for half-days in the column 'time range', the optimisation tool will decide
whether to schedule the half-day in the morning or the afternoon.

Note:

Use unspecified time requests whenever possible to allow the optimisation tool as much flexibility as
possible.

Warning:

Specific and unspecified time requests are cumulative. If Tuesday, for example, is blocked with a time
specified time request and an unspecified time request is entered with a priority of '-3' to keep a full day
free, two complete days will be without periods — Tuesday plus an additional day.

Period and (Half) day requests

In the chapter ' Specific time requests ' it has already been mentioned that you can highlight (half) days
in the right part of the time request window, instead of selecting several hours on the left side of the grid.

The two input methods are not totally equivalent to each other.
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6.6.4

'- Time requests / Teacher-51 - 0O x
@B @ 9= 8 dﬂé-ﬂﬁﬁ @ =, )
Rub ~ Paul Bubens

12 3 4 5 & 7 8Dae am |[pm

Mondsy EEEEEEEE
Tuesday -1 a1 1 A
YWednesday
Thursday
Friday 23333333
Saturday

" Time requests / Teacher-51 - 0O =
sEafas B Af@o @ = .

Fub - Paul Rubens

1 2 3 4 5 & 7 8 Dayx am |[pm
Monday T O O I
Tuesday -1
Wednesday
Thurzday

Fiday N I N I

Saturday

Please not the time requests of the two teachers AE - Einstein and Ander- Hans Christian Andersen in
the example.

With AE all requests are entered in the left part of the grid as period requests, Ander's time requests
were entered as (half-) day requests.

The -3 -blockings on Friday are equivalent to each other for optimisation - Friday will not be scheduled.
Optimisation tries to alternatively keep a half day free for the weaker entries, -2 and -7 of Ander, if it will
not be possible to Monday or Tuesday morning unscheduled. With Einstein, optimisation only takes care
that Monday all day with significance of -2 and Tuesday morning with a significance of -1 are kept free.

Note:
Optomisation will probably shift (Half-) day requests with -2 or -1 to another day.

Copying time requests

You can copy the time requests of an element to the clipboard and paste them in different elements
(<CtrI>+C, <Ctrl>+V). It is also possible to copy all the time requests of an element to any other in the
time request window using the <Serial Change> option
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] B Teacher >
% Time requests / Teacher-51
= Mame Full narme
@8 @8 45 <= Az &
% . @ F&J [ausz auss
Mew : |zaac Mewtan New Hewfon
Hugo Hugo
12 3 4 58 B | ander Anderzen
4 Arizt Ariztotle
Tuesday Callas Callas
wednesday [ IR IR nvctel Mokl
Thurzday Fub Rubens
Friday Cer Cervantes
S aturday Curie Curie
Additional unzpecific time requests 9
Range Mumber | Time request
Z - Al - T Departrment
All Marked Irverze

Cancel

6.6.5 Deleting time requests

You can also use the Serial Changeoption to delete all time requests. Removwe all time requests from one
element and then copy and paste these settings to all other elements where you wish to delete time
requests.

6.6.6 Coretime

If you would like Untis to schedule morning lessons first, enter a time request of '+3' for some of the
morning periods (usually the first 4 or 5) under classes. Use the 'Change time requests' function
described abowe.
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s . -
"= Time requests / Class

@FafqE B sSsem @ = .

1a - Class 1a [Gauss)

1 2 3 4 5 B 7 8 Day: am |[pm

b onday +3 +3 +3 43
Tuesday +3 +3 +3 +3
YWiednezday +3 +3 +3 +3
Thursday +3 +3 +3 +3
Friday +3 +3 +3 +3
Saturday +3 +3 +3 43

Additional unzpecific time requests

Range Mumber | Time request

The time request '+3' defines the so-called core time . The optimisation tool must try to schedule these
ranges in the grid of the elements, which have entered time request '+3". The Untis optimisation algorithm
regards a core time violation as a serious offence which is displayed in the optimisation window, as well
as a separate diagnosis item. Please make sure that the sum of core times (+3) per class needs to be
smaller than the sum total of periods defined for this class.
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@ Stundenplan-Diagnose 1)

E &Y .

Art der Diagnose

05092016 - | - -11.9.2016

I diezen Fallen wurde
gegen einen Zeitwunzck

Eingabedaten  Stundenplan +3 verstolen.
= Diagnoge Gw,  Anz
Al x=1
Unterrnicht a )
EI Kl.asse 16 E:::E:tgng' 3
- Mittagzpause zu kurz 4 2

Mittagzpauze zu lang 4 1

Stunden pro Tag zu viele 2 2

Lehrer 29
Raum 2k 4 Do-4
Fach ar

Student

Unterrichtzfolgen

Kalender - Jahresplanung

6.6.7 Colourcodes

Use this function to customise the colour codes used to highlight the different time requests on the
timetable or in the scheduling dialogue.
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6.7

Colaur

zpecific time requests

+3 | +2 | 4+ |
Unzpecific ime requests

3 | -2 |
Drate ranges

JDaySH Mornings| HEGEN

| (] || Cancel || Festore default zettings

This is very useful for persons who suffer from dyschromatopsy (red green colour blindness),and you can
differentiate specific from unspecified time requests.

||:er ~| s =-F aﬁ_l

Curzo ezcolan17.9.2018 - 29.6.2019 is] +

I—
=
o
=

Ju | Vi | Sa

Prol - Profesores 1 w

Lunch breaks

You can specify the exact times of a lunch break between morning and afternoon lessons for classes

and teachers using the time grid
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You have the following lunch break options:

Specify a uniform lunch break for the entire school (e.g. 12:00 - 13:00).

In the time grid, enter 12:00 as the time when the last morning lesson should end and 13:00 as the time
the first afternoon lesson should start. The software will treat the time between 12:00 and 13:00 as a
lunch break (not as a period).

Pl

Time grid

<1_/ General r Breaks r Substitute] [

E Mumber of days [1 to 7] E nitry:

7 bd asimurn number of peniods per day [1 o B0)
b orday = Firgt zchool day of the week,
1 Period nurmber far the first peniod of the daw [1 or 0]

Perniod number 1 2
Period label

e:00 200 100 'I'I:EIEI 12:00| §4:00| 15:00
300 10:00 11:0812:00 14:00 §5:00 16:00

b onday - Aftern Bfterm Aftern
Tuezday - Aftern Bftern Aftern
“Wednesday - Aftern Bftern Aftern
Thurzday - Aftern Bitern Aftern
Friday - Aftern Bfterm Aftern
Saturday - Aftern ghftern Aftern

k. || Cancel || Apply |

Specify element-specific lunch break blocks (time request '- 3').

Block the periods of the respective elements in which the lunch break is meant to be with time request -
3.
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E . -
"= Time requests / Class

Eaia B el P =

1a - Class 1a [Gauss)

b onday
Tuesday
YWednesday
Thursday
Friday
Saturday

1
+3
+3
+3
+3
+3
+3

2
+3
+3
+3
+3
+3
+3

3
+3
+3
+3
+3
+3
+3

Include the lunch break in timetable creation.

This last lunch break scheduling option allows for a better use of subject

rooms. The option enables you to specify different lunch break durations for
individual teachers and classes. Enter '1-2' in the box
Lunch break min, max
to instruct the software to schedule either 1 or 2 lunch break periods for the
selected element

Based on the weighting, the lunch break will be scheduled during the last

morning periods and/or the first afternoon periods.

Al - -
~ oo Classes f Class

Mame | Full name

1a Class 1a (Gauss)
1k Class 1h (Mewwton)
2a Class 2a (Hugao)
2b Class 2h (Anderzen)
3a Class 3a (Aristotle)
3b Class 3b (Callas)

4 Class 4 (Mohel)

R1a
Fib
R2a
F2h
R3a
P=1

P=2

|Class

Vary the time during which a lunch break can be scheduled by specifying the
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first and the last period when a lunch break may be scheduled (on the '‘Breaks'

tab in the

time grid

)- The boundary between morning and afternoon lessons must lie within the
specified time interval (see figure below).

. Time grid

4 GeneraV Breaks r Substitute [+

* = Double periodz or blocks must not zpan this breal)

+ = [ff-gite tranzfer pozzible in this break

4112 243 1344 444
Show break labelz

Stark 245 340 1035 171:30
End 200 855 950 10:45 171:40
b onday

Tueszday
YWednesday
Thurzday

Friday

|Cla1 - Class 1 w

If your school cafeteria has a limited capacity, use the same tab to enter the
maximum number of classes that can have a lunch break at the same time
(figure above).

Tip:
Please note that you can also enter a lunch break label on the 'Breaks' tab. This label is then also
printed on the respective timetables.

" Violations against specified lunch break times are displayed in the diagnosis window.
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6.8 Couplings

The composition of couplings has a major effect on the quality of a timetable. Unfavourable couplings can
prevent the construction of a high-quality timetable. The following criteria are important for the creation of
couplings:

e Teacher teams
¢ Class couplings
6.8.1 Teacher teams

In the easiest case a teacher team is made of two teachers teaching each one group of students at the
same time. Teacher teams are required, for instance, in PE lessons where students of a class are
divided into a male and a female group. Each group requires its own teacher, and both teachers must
always be scheduled at the same time. Both teachers must always be scheduled together for the lesson
concerned.

As a general rule, it is desirable to keep the number of teacher teams as small as possible and to
ensure that each teacher is only part of a teacher team if absolutely necessary (see the example at the
end of this chapter).

To help you organise your teacher teams, Untis provides a 'Teacher team' list where you can view all
teacher teams at a glance.

Access the list via one of the two following options:

1. Go to the 'Scheduling' tab, click on 'Reports | Teachers | Teacher teams'.

Scheduling Timetables Course Scheduling Modules

jJ % -'" i_—, ER Classes - [{=2 Reset the timetable
: . < Teachers ~

Eﬁ Locked/ignored lessons
iation  Scheduling Scheduling Suggested Reports

- dialogue~ swaps~ - Rooms - 'ELessnn SEQUENCES
Manual scheduling ﬁ_—| Reports Tools
B Classes r
T Teachers » Teaching qualification
Rooms 4 Teacher teams
42 Settings Surplus activities

Window Group » FMonthly statement
Period time requests
Day time requests
Unspecific day requests

ValueCorrection

2. Open the Teachers | Master data' window, click on <Print> or <Print preview> on the quick access
toolbar and select the type of list: Teacher teams'.
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o
""" Teachers / Teacher

Marme:
L Ga Print selection *
MNew  Ne Teacher: 1/10
REEER Hud | Selection |
Andet An
Arizt | Ari
Callaz Call | Edit prinkout
Mobel Mok
Fub (Ruf Twpe of list
Cer | Cer |Datafields - |
Curie | Cu  Data fields
Doyt rowoss =

Period time requests
Surplus activities

Teaching qualification
IInzpecific day requests
WalueComection

Cancel

The following figure shows what such a list could look like.
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1 Teacher team

Mo Tu We Th Fr Sa
MName | 1]2]3(4)5]8 718 1|24 58 T|8] 1]2]|3]4|5])8]7 8] 1|2]|3[4|{5])6|7{8|] 1]2)3]|4|5]6]|7|8] 1|2)3]45
Callas o N 8 N O O R
3333|333
Gauss
Ander | - [-[-|-|-|-|-]-
2| 22| 2[2] 2|2
Rub
Hugo - -{-{-1-1-1-1- |- + |+ +
| 333333 313[3
Maobel +H&| 5|+ |+ =]+ - - |- 1+ A=A - - -]
2|2|2)2|2)2)2)2 3|3[3) 2|2 2|2(2]|2|2| 2] 22222
-1

6: 1/ CH, MA, EN, DE,

2 Teacher team

T: 21 D5, TX,

3 Teacher team

Mo Tu We Th Fr Sa
Name | 1|2|3]4|s|al7]ell 1|2|3|4|s|el7]z] 1]2]a]a]s|s|r|s] i|2|ala|slsl7|a] 1]2]a]a|s|a|7]a]l 1)2]ale]s
Arist -1- -|- - |- - |- - |- -
1|2 1/2] 1|2 = 1)2 1
Rub " |
3.3/ PEG, PER?
75:31/PEB, PEG,
B: 3/ PEG. PEE
The printout shows:
1 The total number of different teams. The general rule is: the fewer, the better.
2 The lessons (including details) in which a team is inwlved. The general rule is: the more, the
better.
3 The time requests entered for the individual teachers in the team. If a number of different time

requests need to be taken into consideration, the timetable quality will deteriorate as a result since a
teacher team can only be scheduled when all the teachers of the team are available.

In the example abowe, the PE teachers Rub ('Rubens') and Arist (‘Aristotle’) form teacher team no. 1.
Let us assume that you have another teacher team (e.g. team no. 4 comprising teachers Rubens and
Hugo) scheduled to teach Design. Each time, team 4 is scheduled, team 1 would be blocked since

teacher Rubens belongs to both of them.

In this case you need to decide if teacher team 4 is necessary at all (since there already is a teacher
team for Design, i.e. team 2). You could also find out if Ruben’s team colleague Arist is qualified to teach
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6.8.2

Design, as well. If so, the Design lesson could also be taught by team 1. In any case, one teacher team
would be eliminated, lending a greater flexibility to the optimisation tool.

As mentioned earlier, the CCC analysis is a perfect tool for identifying such problematic compositions
(see the chapter ' CCC analysis ).

Time requests and teacher teams

Time requests are another problematic issue when dealing with teacher teams. In an ideal case, the
individual time requests and especially the blocked periods for teachers in a teacher team should overlap
as much as possible.

The following figure shows a single teacher team. Please note the blocked periods (time requests '-3').

1 Teacher team

Mo Tu We Th Fr Sa
Mame [| 1]|2[3|4{S6(718) 1)2[2|4{5|6(T18) 1)2|3{4|5]6|T18] 1|2{24{5\6[7(2] 1][2]3|4|5\6(T|8] 12345
Callas
33131331333
Gauss
ander || -[-FFFFIFF
2[2)2]2
Rub
Hugo o ol |l o e el el e el F[++
EEEEREEEEE 3313
Mobel +| |||+ [+ - |- |- | #[F [+ | -] |- |-
2(212)12|12]2)2(2 3313 2]2)212]2)12(2|2]| 2|4 2[2)2
21

6:1/CH, MA, EN, DE,

As a result of various time requests, team teachers are blocked on Monday, Tuesday, Wednesday and
Saturday. Let us assume that this teacher team is scheduled for a lesson with three single periods per
week. Two of the three periods could be scheduled on Thursday and Friday, but the third period could
only be scheduled by violating the blocked period ( time request -3') of a teacher (something Untis will
never do) or by violating the condition that the subject should take place no more than once a day
(depending on your weighting settings , Untis may violate this rule; please see the chapter ' Weighting').

Class couplings

The abowe rule for teacher teams also applies to class couplings, i.e. lesson couplings across classes
should, if possible, always involve the same classes.

Fad group A& T 50 group &
o T Gz Grows <5
5y iy T [ T S

In the example abowe, class 1a in a two-class coupling should only be coupled with class 1b; in a four-
class coupling only with classes 1b, 1c and 1d.

oup &
Th
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6.9

Type-separated class components

For organisational reasons, one class sometimes consists of two type-separated class components.

For example, class 5a could consist of a Modern Languages and a Classics component. While the
former component has an ltalian lesson scheduled, the latter component could have a Greek lesson.
Proceed as follows in this case:

¢ Define two classes - 5aC for the Classics component and 5aM for the Modern Languages component.

You need to define class 5a for correct display in WebUntis, even if no lessons will take place in this
class.

-

<% Classes / Class

S [v]: DERET &5

Mame  Full name Foom  TT title
1a Class 1a (Gauss) R1a

1h Class 1b (Mewton) Rk

2a Class 2a (Hugo) Fia

Zh Class 2b (Andersen) F2h

33 Class 3a (Aristoteles) F3a

h Class 3b (Callas) P

4 Class 4 (Makel) ps2

a8

Sac Class 5a (classics component) RSa S8
Sahl Clasz Sa (modern languages) | RSa Sa

Class w

e Enter the name '5a' in the Master class field under master data of both classes

e Couple the two class components for all lessons attended by the students of both groups.
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M . —
= class 5a (modern languages) / Class

B T~ FEMNR ATL0E &P e- B - B 47

L-Mo. = ClTe. Un=ched Prds  |Per YrePrds  Teacher Subject  Class(es) Subject room  |Home room

107 3 Danite ftalian Sahd RSa
103 2,1 5 Hugo Ger SaC Sahd Faa
104 2,1 5 Ander hilat SaC Sahd F5a
105 2.1 2 Arist Mus Sal SaM  Music Room  RSa
106 EI 2,2 5 Callas GirlsPE  Sac SaM | SportzHall 2 |RSa

Arist BoysPE  SaC2aM SportsHall1 |Raa

wlene [ Class v

o . - R
=1 flass 53 [classics component) / Class

fo -] MENB ATLO0ES IR FA- B a7

L-Ma. = ClTe. UnSched Prds | Per YrzPrds Teacher Subject  Class(es)  Subject room  |Home room

105 5 Plata Ancient € Sac R5a
103 2.1 = Hugo Ger Sac Sahd Raa
104 2,1 ] Ander | Mat Sac Satd Faa
105 2,1 2 Arist iUz SaC 2ah  Music Room  Raa
106 EI 2,2 5 Callaz GirlzPE SaCSaM  Sportz Hall 2 RSa

Arizt BoysPE  SaCS5aM  |SportsHal1  |RSa

|E| L-No. I:I = Class |v|

¢ The timetable of both class components can then be combined in a single view.
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6.10

N
)

Class 5a

MA. | DE. |[A |l | DE. |A ||

DE. | MU. | MA. [A | | | MA.

PEG. | MA. | MU. | MA.
All [A|l |PEG.
PEG.

DE.

PEG.

N O AR WN =

Note:
You can deactivate this behaviour for individual timetable formats by checking the box 'Display master
classes separately' on the 'Layout 2' tab under <Timetable settings>.

Class groups

By default, the Untis standard software package optimises school timetables for schools based on class
structure, i.e. where each student is assigned to one particular class and the lessons scheduled for the
student are determined completely by his or her class.

The other extreme is a system in which students can choose their courses freely by setting up their own
individual timetable (within certain legal frameworks) and classes do not exist anymore.This type of
school system allows students to choose his or her own courses, which means it is no longer the class
that is the focal point of the timetabling efforts, but the student. This scheduling situation is addressed by
the Untis Course Scheduling module.

Some school systems, such as some German Realschulen, Austrian colleges of higher education and
British secondary schools, use a combination of the two extremes described abowe. In these schools,
some lessons are attended by the entire class ( core lessons, main subjects ) while others represent so-
called differentiation subjects ( intensive lessons, minor subjects, options ) that are attended by a fixed
group of students from different classes. Each student’s lessons are therefore determined by the
student’s choice of main and minor subjects. The following section describes how to deal with this
timetabling situation using class groups.

The following example demonstrates the general principles of class groups.




296

6.10.1

Class C1 consists of 20 students subdivided into two groups of 10 students each One group consists of
students with an interest in modern languages, the other of the students with an interest in science. All
20 students attend the same lessons for English, PE, History and Geography. However, while one group
attends German, French and ltalian lessons, the other group has Physics, Chemistry and Maths,
instead.

This means that German can be scheduled at the same time as Chemistry or Maths since Modern
Languages students do not attend Science classes. On the other hand, German, Chemistry and Maths
must not be scheduled at the same time as English or PE since these are core subjects attended by all
the students of the class.

You can use Untis to solve this problem as follows:
Defining core lessons and options

Under 'Classes | Master Data', define a core class 10a and two different class groups 70a_M (Modern
Languages) and 70a_S (Sciences).

e

@ Classes / Class |£| E'@

C1N T BAER O = E
Matme | Full natme Cl. Grp. Mo.
| Core class 1
C1_L differentistion group languages 2

C1_N differentistion group natural sciences 2

i Class* -

Enter the information that 10a_M and 10a_S are actually all students of core class 10a in the column
'Cl.Group": 1" meaning that this is the core class, any higher number (2-9) refers to different class groups.

Warning: Order

Please note that when you use class groups the order of the classes under 'Classes | Master data' is not
arbitrary. Core and differentiation classes need to be listed directly below each other. If the recorded CG
code is smaller than the one of the class above, a new sequence starts, independent of prior entries.

Please also note that the same class group code must be entered for both class groups 10a1_M and
10a_S. Use higher code numbers only when the students in your school can choose more than one
elective course group.

Entering the correct class group codes instructs Untis to schedule lessons for class groups 10a_M and
10a_S only when class 10a (i.e. the core class) is not scheduled to have lessons. The same also
applies to class 10a_S.

Entering of lessons

Enter the lessons of core class 10a which inwolves all of the students of the class; enter the lessons
according to the different elective groups in the respective class groups.
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<= Klasse 10a / Klasse

- it = B = = = 3
10a T FENR BT E&SL - ORFRE & FE @7
LI-Mr KlLe Mypl Stc Wyst  Jst Lehrer Fach Klas=zeln Fachr Stamn Dopp. Block
124 2 St Hath. Religionslehre 10a 106
128 3 Hi Englisch 10a 106
338 .
340 7= Klasse 10a_naturwissenschaftlich / Klasse
342 103_net I BENR AL L V- ORE a8 P2 @
3 U-Nr = KlLe Mvpl Ste st Jst Lehrer Fach Klazzeln) Fachr Stamn Dopp. Block
b 137 5 Bu  Mathematik 108
Cac IR N P 3 Wi Franzosisch 106
352 B oy 3 Bu Physik PR 105
292 2 u] Chemie Chs 106
138 1 ] Chemie Lakar Chl 106
U-Mr
——
IZI U-hir Iil |Klasse

6.10.2 Display and print

If you want to print the lessons of the core and the differentiation classes in on timetable, you may use
the master data field Master class .
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S

O
10a_nat | T B-F ﬁﬁﬁm @ }:

Schuljahr5.9.2016 - 30.6.2017 -

Klal - Klasse 1 w

If you do not want to combine the classes in a specific format then go to the timetable settings and
check the box 'Show master classes separately' on the 'Layout 2' tab.

ayout 1.~ Layout 2 | HTMIL

Changed Periods

Red

[ ] Bald

[ Italic

[ Emphasized by 1

[ Underlined

Frint

[ Do nat print empty rows

[ Do nat print empty columns
[ Print black _white

[11 heading per page
Auto-size for the details window

[ THTML index pa. with full names
— . o

fi Show master clazses seperat

kd
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6.11

6.11.1

Locking

Before a timetable optimisation run can start, it is often necessary to lock certain periods , lessons or
ewven entire master data elementssuch as teachers, classes or rooms in order to prevent Untis from
making changes at the places in question.

Locking periods

When one or more periods have been manually set for a lesson they can be individually locked in the
timetable by clicking on <Lock period>. This ensures that these periods will not be mowved during
optimisation. Locked periods are marked with an asterisk ™' in the timetable period window and in the
period details window (see figure).

Deactivate the marking in the timetable period window by unchecking the option 'Label locked periods
with a * mark' on the 'Layout 2' tab under <Timetable Settings>.

#L 4a - Class 1a (Gauss) T:meinucl.. N R
1a > | :@-F %__ >

School year:17.9.2018 - 29.6. ﬁ Lock Period =F7=

Locks the selected period [cursor] or
removes the existing lock,

Mo | Tu

W~ P | B W K| =

Tea. Subj. Rm. Cla. Time | Calendar wes
Ruh, DE, R1a 1a 38-52,1-26

‘Cla1 -Class 1 e

Note: Lock several periods

Hold the <Ctrl> key to highlight several periods in the timetable. Click on the lock icon and the selected

periods are locked.
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6.11.2 Locking lessons

If all elements of a lesson are to be locked, activate 'Lock (X)' for the lesson in question. A locked lesson
will also be marked with an asterisk ™ in the timetable. Please note that you cannot remove this lock by
clicking on the <Lock period> button.

"‘ 1a - Klasse 1a {Gauss) Sturnruan... = O =
1a ~cRe-B A& T

Schuliahr:5.9.2016 - 1.7.2017 -

Sa

Mo | Di | Mi _Dq Fr

==

..... Bio

0 . o
MENR 8T LT

Jz1 Fix (%) Lehrer  Fach Klassein)
O Hugo B 1a,1b,28,20
(] ander 18
(] Awrist 1a,1b
[1  Arist 1a
5 _ bl Arist 1a
35 2 U Callas 1a
39 2 = Callas 1a
e RS 2 (] mobel [o 1a
53 B\: 5 [] Rub D 1a
63 2 ] cer Bio 15
IEI U-MNr I?ﬁ—"i”KIasse* ~
Warning:

If you lock a lesson for which all periods have not yet been scheduled, the missing periods will be set at
the beginning of optimisation, but then they cannot be moved (switched) in the course of the algorithm.
This results in significantly worse optimisation. For this reason, please only use this code for lessons
that have been fully scheduled.

6.11.3 Locking master data

You can also lock certain master data elements if, for example, the limited number of periods of a part-
time teacher are to be entered and locked manually. In this case, use the 'Lock (X)' field that is available
in all master data windows. Again, it is not possible to remove the lock from periods locked in this way
using the <Lock period> button.
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6.11.4

25
45
47

Room  MTPs tarc Periods/d Lunch bre:
0-3
0-1

1-2
1-2
1-2

FENRET iv% ;

b5

OOoOooooooOo™

@ & - &

ull name

lass 1a (Gauss)
lass 1h (Meswton)

Rootn
Ria
Rk
Rza
RZb
R3a
P=1
P=s2

Lunch hreak
1-2
1-2
1-2
1-2
1-2
1-2
1-3

ass [Cla)*

(-]

|5ume¢[5um*

'Locked lessons' window

From  Ta Factol &-week

19.09 | 30006 o500
189.09 3006 0500
1909 0702 0512
08,02 3006 0512
189.09 3006 1000

RO

B-wveek

RRAREO

[~

Group*®

[ <]

As explained in the preceding chapters, locks can be entered in different ways in Untis. You can obtain a
summary of all lessons locked in the school data by opening the 'Locked/ignored lessons' window \ia the
'Scheduling’ button. The list of rows contains all the lessons which are currently locked from being

moved, which Untis (timetable optimisation) is not allowed to move. The columns indicate the level or the

master data element causing the lock.
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M .
% Locked/ignored lessons

g .

Locked [36%) | Ignored (0%) |

L-Mao.  Teacher Subject  Clagz[es) Leszon Locked | Class Locked | Teacher Lockes Period Locked
11 Hugo GEc 1a.1b.2a.2b v
B | Callas CH 2a.2b3a v Ander
7 | Ander D5 1a,1b Ander
78 Ander D5 1b.3b Ander
75| Rub PEE 2b.2a v
a1 Curie T 2b.2a Ander
43 Callas AR 3a.3b Ander
3 Ander DS 3a.3b Ander
| Arigt 1S 1a v
33| Arigt EM 1a L
28 Ander HI 1b Ander
22 Ander ]2 3a Ander
29 Ander D5 3a Ander
23 Ander DE 3b Ander
5| Gauss LA 4 4
17 Hugo GEc 4 4
20 Hugo HI 4 4
21 Hugo DE 4 4
26 Ander kA LI 4 4 Ander
32| Arigt PH 4 4
45 Callaz AR 4 4
52| Mobel RE 4 4
57 Rub El 4 4
58 Rub CE 4 4
B1| Cer EM 4 4
74| Cune PEG 4 4
80 Ander D5 4 4 Ander
82 Ander bl 4 4 Ander

You can use the <Delete> button to remowe individual locks: first click on the respective field and then on
the <Delete> button.
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" Lotked” ~red lessons
Lk el
Deletes the selection 3a.3b

B | Callas CH 2a.2b3a
7 | Ander D5 1a,1b
78| Ander DS 1b.3b
75 Fub FEE 2b.2a
a1 Curie T 2b.2a
43 Callas AR 3a.3b
3 Ander DS 3a.3b
3 Aist P 1a

33 Auist EM 1a

28 Ander HI 1b

22 Ander ]2 3a

29 Ander D5 3a

23 Ander DE 3b

5| Gauss LA 4

17 Hugo GEc 4

20 Hugo HI 4

21 Huga DE 4

26 Ander kA LI 4

32 Aist FH 4

45 Callas AR 4

52 Mobel RE 4

57 Rub El 4

58 FAub CE. 4

E1 Cer EM 4

74 Curie FEG 4

80 Ander D5 4

82 Ander bl 4

Leszon Locked | Class Locked

v
v

EE R S R R R R R S S R R S S

Teacher Locke| Period Locked

Ander
Ander
Ander

Ander
Ander
Ander
Ander

Ander

Ander
Ander

AR

Please not that you can show or hide certain columns via the context menu of the right mouse button.

The columns which at least have one entry are shown by default.
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e

“7 Lockedfignored lessons

& = .

Locked 36%) | 1goed 0] Click right
L-Ma,  Teacher Clazs[es] I%Lessnn Locked Teacher Locke: Period Locked

11 Hugo Talb| Ma.

E| Callaz daZb . Trerrl

7 | &nder 1a1b B subject

78| Ander 1b.3b

75 Fub  |2b2aln | Classles) v
&1 Curie 2h,24 +  Lesson Locked

43 Callas | 3a3hb Group Locked

79| Ander 3a.3b Class Locked

31 Anist Ta  'wr Teacher Lacked v
33 Avist la Foom Locked i
28 Ander 1b

29 Ander 2 Home Room Locked

29 Ander Ia Subject Locked

23| Arder b «  Period Locked

5| Gauss 4

17 Hugo 4

20 Hugo 4

21 Hugo 4

26 Ander 4 Ander

32 izt 4

45 Callas 4

52| Mobel 4

6.12 Room logic

The following chapter is dewvoted to the treatment of rooms. Special attention will be placed on the
difference between (subject) rooms and home rooms and how and why Untis assigns a particular room to
a lesson during optimisation.

The following chapters are described:

¢ Alternative rooms

e Room groups
e Room allocation

Room capacity

Room optimisation

The role of subject rooms
Off-site rooms

6.12.1 Alternative rooms

Since rooms are usually a scarce resource when it comes to timetable construction, Untis provides the
additional option of assigning an alternative room.
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Since each alternative room can hawe its own alternative room, you can create entire alternative room
rings by entering the original home room as the alternative room of the last alternative room in the chain.
The example below shows such an alternative room ring.

"‘ Ruums!Rmu - 0O =
SH1 -| = ',? E _'-_ ’f
Matme Full name Altern

R1a Clazs Room 1a Rk
Rk Clazs Room 1k F2a
RZa Clazs Room 2a R2h
Rzh  Clazs Room 2b R3a
R3a Class Room 35 Fla | w

Room (Roo)* w

R1a

R1b

R2b

R2a

Untis can allocate either one of the five rooms, depending on which would improve the optimisation
results most. Both the optimisation and the room optimisation tools take into consideration the order in
which the rooms are entered — an important criteria in the following two scenarios.

You can either recreate 'geographic' aspects of your school by ensuring that the alternative room order
reflects the relative locations of the rooms in the school. This would save teachers and students from
wasting precious time when moving from room to room. In an alternative room ring, neighbouring rooms
should therefore be listed in sequence.

Another option is to use alternative room rings and chains to place the function of the rooms in context.
When a room capacity has been defined for individual rooms under master data, you can list alternative
rooms with approximately the same capacity in sequence (in an alternative room ring). Another aspect
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that could influence the order of rooms in alternative room rings is the equipment provided in the individual
rooms.

Classes without a designated room

If your school has classes without designated rooms you can use pseudo rooms by assigning a fictitious
room to a class. You can do this by simply assigning a fictitious room, a pseudo room, to the class in
question and blocking this room for every period of the week (using time request *-3").

#1

T Zeitwinsche / Raum-81

EamaE B Sassm @ s .

P * Pzeudoraum 1 [3b)

-

tontag
Dienztag
Mittwoch
Cionnerstag

Freitag

Samstag

Enter a room from the classroom ring as an alternative room for your pseudo room. Untis will now select
a suitable classroom for the class (see figure).

AL -
50 Rdume / Rauu
Y [
Ps1 |- ®E~
Mame Langname ALsy

Ri1h  Klassenraum b R2a
R2a  Klaszenraum 2a F2h
F2h  Klaszenraum 2b F3a
R3a  HKlaszenraum 3a R1a
P=1  Pseudoraum i (3b) Ria
Pz2 Pseudoraum 2(4) |R2a | w

¥ |Raum [Rau)* L

Including pseudo rooms in an alternative room ring.
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Ps1

!
/R1 a\

R3a R1b

R2b ‘ R23 \

Ps2

6.12.2 Room groups

In addtion to the alternative room logic described in the chapter before, Untis provides you with the
possibility to create room groups.
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File Start Data Scheduling Timet

2 W . ﬁ %) Diagnosis -

I Weighting ~
Classes Teachers Rooms Subjects
- - Optimisation

Cver El Master Data ]

-

Lessons

All lessons

Room timetable portrait

Room timetable landscape

Rooms overview landscape
Room schedule big

Owerview rooms

H
(=]
oH
8
O Rooms overview portrait
e
g
.|
il

Room groups h

[0 Corridars

) Time requests
Window Group k

The entry of room groups is similar to entering usual master data: every room group has its own
individual and unique short name plus a descriptive long name. In the column 'Room' you enter all rooms
which should belong to the respective room group.

% 0/ Room groups - 0O =

fiFr -1: MEIRRT

Mame | Full name Roam

=H Sports Hall SH1,5H2

IT main [T hall IT1 T2 |T3 IT-LAB
1F first floor F1a,R1bR2a R2h,

You now can use the room groups in the lessons windows in the columns 'Subject room' and 'Home
room' just like rooms.
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6.12.3

% Class 1a (Gauss) / Class
e I FENR RF&H L - 0OFE a8 & 7

L-Mao. [+ CI Te Un=c Per | %rsPrds Teacher Subject | Class(es) Subject roo Home room | Double per:

11 4.1 2 Hugo 1a1b,2a 2k Fl1a

7 2,3 2 Arder Ria 14
73 2,2 3 Arist @ a

3 5 Arist Ria

33 5 Arizt Ria

35 2 Callaz MU 1a Rl1a

39 2 Calas | AR 1a Ria 14
46 2 Mokl 1a Ria

53 B2 s Rub  DE 1a -

B3 2 cer Bl 1a a

¥ | L-MNo. = Class* w

The example shows that optimisation will allocate one of the rooms of the IT room group to the IT lesson.
The German lesson with teacher Cer will be scheduled to one of the rooms of group 1.F.

Room allocation

Untis provides three different methods of allocating rooms:
1. Automated room allocation during optimisation

2.  Optimised room allocation during room optimisation (please refer to chapter Room optimisation)

3. Manual room allocation in the scheduling dialogue, on the scheduling timetable or on the timetable
(see chapter ' Manual scheduling ")

Room allocation during Optimisation

The automated room allocation function during optimisation attempts to optimise timetables not just from
the class or teacher perspective, but also from the room perspective.

Untis may even schedule a lesson for a period where a suitable room is unavailable. (The lesson is then
displayed in the diagnosis window under 'Subject room missing'.) To suppress this behaviour, set the
room weighting of the specialist subject room to '4' (under 'Master data’) and the slider for 'Optimisation of
room allocation' in the weighting dialogue ('Scheduling | Weighting') on the 'Rooms' tab to position 4 or 5
(‘'very important' or 'extremely important'). Periods for which the optimisation tool is unable to find a
suitable room will then remain unscheduled.
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Pl

~ = Weighting

Main Subjects “ | Unimportarit trernely impartart

Optimization of room allocation
Rooms :

.......................................

Period Distribution Optimnization of the off-zite rooms

Time requests Take room capacity into consideration

IH1 ~]: @ E D%%?iv

Mame  Full name

W Tetiesiodshen | |
HE1 Home Econ. roam

SH2 Sports Hall 2

SHA1 Sports Hall A

Room

Note:

Please note that deleting the home or subject room in the lessons window will consequently delete this
room in the timetable. If you enter a subject or home room for this lesson immediately after deleting it,
this room will only be re-scheduled, if it is not required for another lesson. If there is also no alternative
room available, the period remains without a room.

6.12.4 Room capacity

When room sizes and/or class sizes at your school differ widely, set the optimisation and the room
optimisation tools to consider the capacity of individual rooms in order to prevent situations where a
small class occupies a room suitable for twice the number of students or a large class is crammed into a
small room designed for a much smaller number of students.

Preparation

To ensure that the room capacity function works correctly, enter the following details (see also chapters
'Master Data' and 'Lesson’):

¢ Under 'Rooms | Master data': capacity
¢ Under 'Classes | Master data ": students (male, female)

e  For couplings under 'Lessons": students (male, female)

Optimisation
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If you wish the room capacity to be taken into consideration, check the relevant box in the optimization
or room optimisation dialogue before starting an optimisation or room optimisation run.

Control Data for Optimisation *

Dpt!mfsat!cun Run Cancel
Optimization strategy (8.8, ..

S " % of periods to be scheduled
- fast opfimisation (blank=100%), then STOP

3 Optimisation seres: Mo, of TTs [1-20] 4 Similarity to previous TT: O=nat
gimilar..., 4=werny zimilar

2 Optimisation lesel [1-3] Lock timetable conditionally

Onlu requested davz off for tea.

-| Conzider room capacity

Foom optimisation x

Teacher aszighment during optimisation

Optimize locked penods

Optimize aff-zsite periods

./ T ake room capacity into consideration

Start Room Optimisation

Specify the level of importance of the room capacity function by adjusting the weighting option ‘Take
room capacity into consideration’ in the weighting dialogue ( go to 'Scheduling' tab | 'Automatic
scheduling' group | 'Weighting' button) in the 'Rooms' section.

Timetable
If you want to change or enter a room in the timetable, you see the required room capacity for this lesson

in the room allocation dialogue and the capacities of the listed rooms as well as the difference in
capacity, i.e. how much the listed room is too small or too large.
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Schuliahr:21.9.2015 - 30.6.2016 -
Mo Di Mi o Fr
1 E Ari Bl AT Re Ari | Mat Arist
2 i i Po
B Raum zuardnen / lgschen *

Arwenden auf
Untemichtsstunde

Stundenblock

Alle Stunden einez Unterr.

Unterricht: 33 Stunden:d Mo-1, Mi-3, Mi-4, Do-3, Fr-5

Benat, K.apazitat 28

Rl 1a | Awuch besetzte R &ume anzeigen
Stammraurn: Fla

Zuzatzlichen Raum zuordnen

Auzwahl derzetiger Untermicht:

Mogliche Héume:h
Lint. Lehrer Raum  Klasselnd) Gang Statistik -
- Rm. kap.  kap.Diff. ~
33 Arist R1a 1a €
R1b 30 2
RZa 32 4
Rzh v
" Baum zuordnen M Raum Jdschen Schliefen

6.12.4.1 Alternative room chain

If you would like the room optimisation tool to consider the room capacity of alternative rooms, the
alternative room ring must remain open, i.e. you need to create an alternative room chain, instead. The
example below illustrates this.

R3a R2a - R2b Rla R1lb
C.22 C.25 C.29 C.35 C.39

The example shows that room R3a has a capacity for 22 persons. If this room is unavailable, the next
suitable room for this lesson is the slightly larger room R2a. The next room in the chain is the even larger
room R2b etc. The alternative room for R1a is R1b, and the chain ends here because R3a with its lower
capacity is unsuitable as an alternative room for R1b.

6.12.5 Room optimisation

The room optimisation tool attempts to optimize the already optimised timetable by finding the most
suitable room available for each lesson. The software obeys the following rules:

e Lesson periods will not be moved.
e Double periods (or period blocks) take place in the same room wherever possible.

e When the software is unable to schedule all of the periods of a subject in the designated subject
room, Untis tries to ensure that all classes have the name number of lessons scheduled in the
subject room (e.g. if the school has 34 classes and only one Physics lab, Untis tries to ensure that
each class has at least one period in the specialist subject room).
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¢ When the optimisation tool is unable to schedule a lesson in a designated alternative room, the
room optimisation function ensures that the lesson takes place in the designated home room,
instead.

e The software attempts to allocate the same room to a class (or teacher) for the duration of an entire
half-day. This is of particular importance for classes without a designated room. These should be
allocated with the aid of pseudo rooms.

e Preference is given to alternative rooms listed close to the designated room in the alternative room
chain.

e The rooms specified in the 'Lessons' window take precedence owver alternative rooms. This is of
particular importance for classes without a designated room. A class without a designated room
must never displace another class from its designated home room and can only be scheduled for a
another room's home room if it is available.

e  When alesson is marked '(r) - All periods in the same room' (on the 'Codes' tab under Teachers |
Lessons' or 'Classes | Lessons'), the room optimisation tool attempts to schedule all the periods of
the lesson in the same room while at the same time taking the room capacity into account. Rooms
that are not designated home rooms are allocated first, and preferentially to double periods and
period blocks.

Go to the 'Start’ or the 'Scheduling' button in order to access the 'Optimisation' menu. :

“ Start Data Scheduling Timetables i
s EB o B
[ 2 Weighting =

Classes Teachers FRooms Subjects Schedulin

- - - - j Optimisation = -

Overview

Optimisation

Optimised schedules

The room optimisation window provides with three additional setting options:

Foom optimisation >

| Dptimize locked periods

+#| Ophimize off-zite periods

| T ake room capacity into conzideration

Start Room Optimisation

Tip: No optimsation of certain periods
If you do not want certain periods to be optimised, lock them by unchecking the 'Optimise locked
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periods' box.

6.12.6 The role of subject rooms and home rooms

The entries for the subject room and home room fields are decisive for room allociation.

Let us assume in the following example that rooms have been entered in the subject room and home
room fields.

Room optimisation would now attempt to schedule all periods for physics lesson number 95 in the
specialist subject room physics laboratory.

Far

77 Class 7a (Hugo) / Class

P - REMNRATLS FR-0FE 48 & >

L-Ma. [+ CITe UnSc Per | “%rsPrds Teacher Subject | Classles) Diouble per: A
95 2 ey PH 2a

11 4,1 2 Huge (52200 1a,1k,23,20

B 3,7 1 Calas |CH 252,33 R2a

75 @22 3 Fus  |PEBL | 2b.2a SH Rzb

51 2,2 2 Curie 24 A o 1-1 v

M T Class* v

If this condition cannot be met, optimisation will attempt, as in the example, to share the physics
laboratory equitably among all classes with a claim on it.

Let us assume that the physics laboratory is not free for one of the two periods in which optimisation
attempts to schedule physics lessons. In this case, room optimisation would schedule these periods in
the home room - R2a in our example.

The timetable periods detail window will then indicate that room R2a has been allocated instead of the
desired Phys (in parentheses).

As a general rule, if the desired subject room is not free, room optimisation will ensure that the period in
question is held in the home room

Please note that you could specify a (different) room to relocate lessons for each individual lesson if the
desired subject room is not available.
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L 23 Class 2a (Huga) Tlmetnuilzﬂ] S
|2a . w-F 4R s -
School year17.9.2018 - 23.6.2019 -

Sa

L-M0o. bi B Cla. Time Calendar
94 y 2a 383-52,1-2
+3
'y »
Clal - Class 1 o
Tip:

If 3 periods of a 5-period lesson have to be held in a subject room (i.e. not in the home room), enter '3' in
the field 'Periods in room'".

If it is absolutely necessary for lessons to be held in a specific (subject) room, you must do the following,

1. Set the room weighting for the respective room to 4, and

2. Weight the parameter 'Optimisation of room allocation' on the 'Rooms' tab under 'Scheduling |
Weighting' with 4 or 5.

Alternatively, you can delete the entry in the home room field for the respective lesson.
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ML = . -
= Class 2a (Hugo) / Class

e - REMNRATLS - 0FE 48 &

L-Ma. [+ CI Te Unsc Perﬁ YrzPrds Teacher| Subject | Class(es) Subject roo|Home room | Dauble per:) #
1 2 s A za iz =1
45 2 Mokl 24
39 4 Cer DE 2a
0 4 cer EM  2a
65 2 cer =] 2a
a0 4 Mew  M&  2a
W

If you have only made an entry in either the subject room or in the home room fields (as in the above
example for lessons 59 and 60), processing will as a rule be identical:

room optimisation first tries to allocate the desired room (or one of its alternative rooms) to the all periods
of the lesson in question.

#

77 Timetable diagnosis

2] | .

24092018 S .309.2018 L= ) CTe

B MEE The requested zubject raom haz

- ot been allocated for these
Input Data  Timetable periods, Fachraum zugewissen.
= Diagnosiz Wtg | MHum
Al x=1
Lessons G
Weighting: 3

+ CI 14
R Mumber: 3 4
T eacher 39 _—
R oom B LMo, Bm  Per  Rmiwt

75 SH1 |Th-7 4
75 SH1 |Th& 4
32 FL |Th1 3

Subject room not allocated | 3

Period(z] without a room 3

Lesson Sequences

Calendar -*ear Planning 4 3

If this process is not successful the weighting settings on the 'Scheduling' tab, under 'Weighting' in the
'Rooms’' section are decisive for what is going to happen next: The lesson periods remain either
unscheduled or no room is allocated.

Periods without a room will always be displayed in the diagnosis.
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6.12.7 Off-site rooms

Off-site rooms are specialist subject rooms and classrooms located at such a distance from the main
school building that a whole period needs to be set aside to allow teachers and students to reach the off-
site rooms. The automated optimisation function takes the length of the walking time into account when
optimising the timetable.

Off-site rooms are entered under 'Rooms | Master data' in the 'Off-site’' column.

"‘ Rooms / Room ﬂ - 0O =
HET I BEMBART &#=& @ BT
Mame  Full name Alterm. room | Rm.Weight | Off-site codes
SH1 Sports Hall 1 SH2 4 4
EH2 Spoarts Hall 2 ZH1 4|4
PL Phy=ics lab. a/B
WS Wiorkshop 3B
N Teies workshop e
HE1 Home Econ. room 4 B
F1a Class Room 1a Rk 2
Rk Class Room 1h R2a 2
R2a Class Room 2a Fzh 2
Rk Class Room 2b R3a 2
R3a Class Room 3a R1a 2
P Pzeudo Room 1 (3k)  |Rl1a 2
p=2 P=zeudo Room 2 (4) R2a 2
|E| Room [Roo)* o

A PE teacher is scheduled to teach periods 1 and 5 in the main building and period 3 at the (off-site)
sports track. The timetabling tool will ensure that periods 2 and 4 remain unscheduled for the teacher to
allow him or her sufficient time to reach the sports track.

Breaks of different lengths

Many schools use timetables where some breaks are longer than others and where it is therefore
possible to reach an off-site location during one of the longer breaks. Breaks of sufficient length to reach
an off-site location can be marked '+' in the time grid under '‘Breaks'.
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L Time grid

9 f'it.‘rll:.‘riJVV lreiiks r Subisiiie [

The figure above shows that the break between periods 2 and 3 is sufficiently long enough to reach the
off-site location. The PE teacher in the example above would therefore be able to teach period 2 in the
main building and still manage to reach the sports track in time for period 3.

Half-day external site
With the 'Half-day external site' option it is possible to specify that teachers and students may not
switch buildings for half a day, thus minimising the number of times they need to switch buildings.
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6.12.7.1

Control Data for Optimisation ot

Optimization B
Optimization strategy (4.8, ...]

% of periods to be scheduled

A -fast optimisation - (blank=100%). then 5TOP
3 Optimisation seres: Mo, of TTs [1-20] 4 Similarity to previous TT: O=not
gimilar...., 4=ver similar
2 Optirization lesel [1-3] Lock timetable conditionally
Only regquested days off for tea.
Teacher aszignment during optimization | Lonsider room capacity

/| Mo optimization of teach. azsign. [-| OIff zite buildings by the half day

Faor gtrateqy D
&5

With pre-optimization
Retain the current calendar distribution

10% Double periods

Optimization of courzes

Do ot allow student clashes

You can use off-site rooms either without graduated lesson start or with graduated lesson start. The
following chapters explain this function in more detail.

Without graduated lesson starts

When the same time grid is used in the main building and in external locations, you need to schedule
one free period each for the walk to and from the off-site location for teachers and students.

To achiewve this use the off-site codes A — E for the relevant off-site rooms at your external locations.
To ensure the correct treatment of off-site rooms during optimisation, enter the following details:

'Rooms | Master Data’

* Off-site code
* Room weighting



320

Rooms / Room ﬂ - O x

FET [~ MEMNRET &=& O B>
Mame | Full name Aftern. room  Bm.Weight | Off-site codes
=H1 Sports Hall 1 ZH2 4|4
SH2 Sports Hall 2 SH1 4|48
PL Physics lab. 3B
W Wiarkzhop 3B
M Teties warkshan e
HE1 Hotne Econ. roam 4 B
Fia Clazs Room 1a Rk 2
Rk Class Room 1h R2a 2
R2a Class Room 2a R2h 2
F2h Class Room 2b R3a 2
R3a Clazs Room 3a R1a 2
P=1 Pzeudo Room 1 (3b) |Rla 2
P2 Pzeudo Room 2 (4) R2a 2

|E| Roam [Roo)* o

'Scheduling | Weighting | Rooms'

* Optimisation of room allocation
¢ Optimisation of the off-site rooms

- Weighting N s

Main Subjects “ | Unirmportart — Estremely important

Optimization of room allocation
Rooms

Period Distribution ~ Optimisation of the off-gsite rooms

Time requests D ' T ake room capacity into conzideration

| ] | | Caricel | | Apply

Scheduling dialogue

Periods scheduled for rooms with off-site code 'a' (or '1') are marked 'y’ and 'Y" in the scheduling dialogue.
Periods scheduled for rooms with other off-site codes are marked 'z' and 'Z (upper case letters denote
couplings).
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ga+ deaav erf0ekxpExBe .
Lezzonz "
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1992015 - Les. |Uns Time Cla. |Tea. Suh. ] EPE"DdS: @
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6.12.7.2 With graduated lesson starts

Instead of wasting an entire period to reach an off-site location, the start time of certain lessons can be
adjusted slightly to suit the situation.

Beginnzeiten - Hauptgebiude Beginnzeiten - AuBlenstelle
Wengzeit:
15 Minuten
1. Stunde: &:00 1. Stunde: 8:15
2. Stunde: 9:00 2. Stunde: 9:15
3. Stunde: 10:00 3. Stunde: 10:15
LSy, LSy,

Using this method, the PE teacher from our example at the beginning of this chapter can be scheduled
to teach periods 1, 2 and 5 in the main building and period 3 at the off-site sports track. The software
schedules a free period for period 4 to allow the teacher sufficient time to return to the main building after
period 3.

For off-site rooms with graduated lesson start enter the same (numerical) off-site code for all the rooms
at an off-site location. Permitted values are between 1 and 9.
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B

~ = Rooms/Room

[Fs2 - FEMRBERTYT &E7
Mame Full name Altern Rm. e Off-zite codes
EH1 | Sparts Hall 1 SH2 43
SH2 | Sports Hall 2 SH1 4.3
PL Physics lab. 32
Wa o Workshop 32
™ Tedies workshop ‘2
HE1 Home Econ. room 42
Fla Clazs Room1a Rk 21
Rl Clazs Room 1k R2a 21
R2a Clazs Room 2a Rk 21
R2h  Clazs Room 2B F3a 21
R3a Clazs Room 3a R1a 21
Pz1  Pseudo Room 1 (Sk)Ri1a 21
Pz2 PseudoRoom 2(4) |R2a 211

i Room [Roo)® “

Two off-site locations

Let's assume that your school has two off-sitelocations. The first is a 15-minute walk away from the main
building, the second a 10-minute walk away from the first off-site location. Enter a value for each off-site
room as described above to enable Untis to schedule the teacher as follows:

Period 1 main building - Period 2 off-site location1 - Period 3 off-site location 2 .

Hauptgebidude |Weg AuBenstelle 1 Weg | AuBenstelle 2
zeit zeit

s

DO0BE00D 7N ¢
BOD/T\00D '

IR O | R

n ' o |
Disloz.- . = =
kennz. keines :-:_:: L .g.. 2
«| 1. std 08:00 k 08:15 5 08:25
@ . .
.E’I 3 Std 10:00 10:15 10:25
M 4 sty 11:00 11:15 11-25

Period 1 main building - Period 2 off-site location1 - Period 3 off-site location 2 .
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6.13

Untis allocates one free period for the return from one of the off-site buildings to the main building or from
off-site location 2 to off-site location 1.

Untis takes into account:
e The walking times for teachers and students to off-site subject rooms and classrooms
e The walking times for teachers and students from off-site subject rooms and classrooms back to the

main building

Support by subject sequence for teachers
It is advisable to reduce the number of times teachers and students are obliged to move between main
and off-site buildings to an absolute minimum. The following example shows how to do this:

For teachers who teach both in the main building and at off-site locations, enter the number "1' under
Subject sequence - Teachers for lessons that take place in the main building, and the number '2' for
lessons that take place in the off-site building.

“L Rubens / Teacher n u - 0O X
Fb [~ RMEMR RT& L FR-BORERE && & "

L-Mao, [+ ClTe. UnSched Prads  Per  YrsPrds [ Teacher Subject Class(es) Subject room  |Home room

a0 2,2 e Fuk PEB Zh2a SH1 R2k zports field
E2 2,2 £ Ruk PEB 3a,3b SH1 Pl sports field
3 2,2 ] Rk FEB 1a,1h =H1 R1k sparts field
a8 2 Ruk Fr 2a Rz mizin building
ga8 2 Rk Ko 4 pPs2 tmzin building
ar 2 Rk Bio 4 ps2 miain building
ES 2 Rk His Ja R3a tmzin building
51 2 Ruk His Zh R2k miain building
< 3,7 1 Ruk E Z2a,.2h 35 P=1 tmzin building
13 5 Ruk o] 1a Rila miain building
22 E Ruk n] 1h Rk tmzin builcding
30 a3 Rk o 1h Rk main building
* | L-Mo. = Teacher ‘V|

Untis will then attempt to schedule as many periods as possible in the same building for the teacher.

Optional subjects and fringe periods

Not every subject is attended by every student of a class. When this is the case, it may be desirable to
schedule such subjects at the beginning or the end of a half-day (in the so-called fringe periods, ) to
enable students who do not take part in the subject either to come to school later, to leave school early
or to have a longer lunch break

To enable the software to schedule subjects in fringe periods, mark the subject with the code Optional
subject or Fringe period (under 'Master Data | Subjects'). In principle, the two codes influence
optimisation in the same way but real differences can be made by setting different weighting factors.
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"L Subjedts / Subject

Chemistry
German

o Egsn
HI
GEc
b,
G54 L-Ma. [+ ] Te. UnSched Prods  Per  YrsPrds  Teacher |Subject |Classies)
Bl |41 4,1 2 Hugo O
PH | Iz 2,3 2 Ander O]
e N 2 2 3 Arizt O O
|E| 3 5 Arist 1
33 5 izt O O
35 2 Callas 1 [
29 2 Callas ] [
45 2 Mobel 1
53 €, - 5 Fub O | O
B3 2 Cer O O
IEI L-Mo. El Class* e

The following weighting settings instruct the software to schedule optional subjects preferentially in the
last periods of a half-day, i.e. either in the last period of the morning or afternoon, while fringe period
subjects should be scheduled either in the first or the last periods of the day .
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6.14

e

~ = Weighting

Teachers 1 * Unirgpagtas =rnely irmpartant
[ Optional subject
Teachers 2 —— in the first period

+#| in the lazt period

Classes +| betweeh marming and aftermoon

Subjects Firoe peiod i)
eSS In the first period

Main Subjects /it the last period

ROOmS bebween marning and afternoan

Period Distribution Leszon not to be held in fringe period if code = G

Code G has the opposite effect. Subjects marked ' (G) Not a fringe period ' are scheduled outside fringe
periods.

Main subjects

Subjects that are considered particularly strenuous or important for students can be marked with the
main subject code. This allows the optimisation tool to observe the following restrictions:

e Maximum number of main subjects that may be scheduled for a class per day
e  Maximum number of main subjects that may be scheduled in sequence for a class

e  Maximum number of main subjects that may be scheduled to take place after a defined boundary
period.

To ensure the correct treatment of main subjects during optimisation, enter the following details:

'Subjects | Master Data’

e Code (M) Main subject
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% subjects / Subject

[FE - F E Dﬁ%?’iv’f

Mame |Full name Room If"' j]
RE Religious Education
CH Chetmistry ]
DE German
v Enaish
HI Histary ]
GEc and Ecanor D
b,
G ]

E |5ubject (Subj*

'Master Data | Classes'

* Max. main subjects per day
* Max. consecutive main subjects per day

Pl — —
~ = Classes f Class
| -

Matme  |Full name Roorm f (

1a Class 1a (Gauss) R1a
1h Class 1h (Mewwton) Rk
2a Class 2a (Hugo) R2a
Zh Class 2b (Anderzen) R2Zh
] Class 3a (Aristotle)  |R3a
h Class 3b (Callas) P=1
4 Class 4 (Mokel) P=2

|E| Class [Cla)*

'Weighting | Main subjects’

Respect max. number of main subjects per day for classes
Respect max. number of consecutive main subjects for classes
Boundary period

Main subjects max. once after boundary period

Main subject at least once up to boundary period



User Tips 327

6.15

6.15.1

=

~ = Weighting
Teachers 1 “Unimportant — Extremnely important
Teachers 2 Respect maximum number of main subjects per day for clazses
Classes Fezpect max. no. of congecutive main subj. periods for clazzes
Subjects YWieighting far the boundary period

4 Boundary period far the following aspects

Main Subjects

b ain zubjects max. ance after boundary penod
Rooms

ki ain zubject at leaszt once up to boundary period.

Period Distribution |«

For a more detailed description of the boundary period function plesase refer to ' Optimisation -
Weighting parameters'.

Subject sequences

Subject sequence codes can be entered for subjects and lessons. Subject sequence codes entered for
subjects apply to the entire school; codes entered for lessons only apply to the classes (teachers)
involved in the lesson.

Note:

Subject sequences are 'soft' conditions for the algorithm, i.e. they may be ignored in extreme cases. A
weighting slide control can be used to control the importance attached to these fields. Use fixed subject
sequences if the subject sequence must be respected (see chapter ' )Subject sequences )')

There are two different types of subject sequnces:

e Positive subject sequnces
¢ Negative subject sequnces

Positive subject sequence

Classes
It may be desirable for pedagogical or organisational reasons to schedule certain subjects in sequence.

For example, to allow time for a two-period written exam, you want to schedule the subjects German
(DE) and Math (MA) in sequence. lt is irrelevant in this case if the sequence is DE-MA or MA-DE.

Applies to the entire school
Enter the same numerical subject sequence code (under 'Subjects | Master Data') for both subjects, e.g.
'5' (see example below).
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% subjects / Subject

bl

Mame  Full name
RE Religious Educatiar
CH Chemiztry
DE (Ferman
EM
HI
(e Sl Ceography and Ec o
hil 2, hathematics
GA Graphics
= Cimlm o

E Subject [Sub}*

Applies to a particular class
Enter a numerical subject sequence code (under 'Classes | Lesons') in the relevant lesson rows for class
4,e.g. '3

S E = . =
= Class 4 [Mobel) / Class

- iy =
[4 I HENE RT & & &F
L-Mo. CITe UnSc Per | “raPrds Teacher Subject  Class(es)
5 2 Gauss
17 2 Hugo
a2 1,2 4 Ander
20 2 Hugo
M By1| 4 Hugo
26 1 Ancler
32 2 Arizt
45 2 Callaz
|E| L-Mo. I:IEI Class*
Teachers

You can also enter subject sequence requests for teachers. This is a useful function for subjects that
require elaborate experiments to be set up. For example, a teacher who teaches Physics to three
different classes of the same year may request to have these lessons scheduled in sequence to allow
him to show the same experiment several times in a row.

Another example inwlves teachers who teach PE plus another subject. The PE lessons should, if
possible, be scheduled in sequence so that the teacher is not obliged to change into PE clothes several
times a day.
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In this case enter the same numerical subject sequence code for the lessons you want to schedule in
sequence (under Subject sequence - Teachers ).

]

77 Rubens / Teacher

L-Mo. [+l Te. UnSched Prds |Per  Teacher Subject Class(es) Subject room | Home room
B 3,7 1 | Rub EN 2a,7h 34 P=1
73 2,2 3 |Rub PEB 18,1k SHT Rk
75 2,2 3lRub PEB L 2b.2a SHA R2b
78 2,2 3lRub PEB 333k SHA P
53 3 | Rub DE 1a Ria
54 B | Rub DE 1h Rib
55 2 | Rub HI 2h RZb
55 2 | Rub HI 3a R3a
57 2 | Rub BI 4 Ps2
58 2 | Rub K 4 Ps2
* | L-Mo. |:| = Teacher®

Note: Off-site rooms
You can use positive subject sequences also to assist you with off-site rooms .

6.15.2 Negative subject sequence

On the other hand, it may be desirable to prevent specific subject sequences. If this is the case, simply
enter an alphabetic subject sequence code (letter from A to F). The optimisation tool will take into
account that lessons with the same alphabetic subject sequence code should not be scheduled in
sequence.

You can enter this code either under Subjects | Master data (for the entire school) or in the lessons
window either for classes or for teachers (only for a single class or single teachers).

Entire school
Italian and Latin shall not be scheduled in sequence
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Y- subjects / Subject

Full name
RE Religious Education
CH Chemistry

DE German
Er Englizh
HI History

Subject®

Single class
For pedagogical reasons the subjects English (E) and French (F) should not be scheduled in sequence
for class 3a.

Al

<= Class 3a [Aristotle) / Class

»

-

L-Mo '+ Cl Te. Un=ch| Teacher Subjer Class(es) f‘.r Cla.
=0 Mobel RE 3a
2a,2b 3

B 5,1 Callas CH 5o

22 Curie  DE 3a

B2 Cer EM 3a

a6 Fuk HI 3a

15 Hugo GEc |3a

* | L-Mo. 22 1| Class* o

6.16 Class Clash Code (CCC)

Teachers, classes and rooms may never be double booked by the Untis optimisation algorithm. However,
exceptions may make sense when it is certain that lessons of the class in question are attended by
different students.

The students of class 2a attend either Choir or Orchestra, but none of the students attend both. Enter
the same numerical CCC for both lessons (permitted values 1 - 9), e.g. '1' to instruct the Untis
optimisation algorithm that the lessons Choir and Orchestra may be scheduled at the same time, but
that this is not compulsory (see example).
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'- 2a - Class 2a (Hugo) Timetable {Clal) - 0O X

Iza & = | 0 B . T = bl
= '- Class 2a (Hugo) / Class n ﬂ - O =
School ye " = - o
s ] AR T @D L A 7
.l L-No. # ClTe.  UnSchedPrds Per  Teacher Subject Classies) ff
11 4.1 2| Hugo GEc 1a,1b,2a 2B
Gl L 37 1| Callas
Y 175 @22 3 Rub
a1 @22 2 | Curie
2 Hug || 2& 2.1 2 Domnanovich Orch 2a.2b
o7 2,1 2| Alex Choir | 2a,2b
n 94 2,1 1 New ES - o
18 2 | Hugo HI 2a
4 38 1| Callas MU 2a
2| callas AR 2a N
n TH. Crch. oir.
Curie Domn |Alex
7
8
)
Clal - Class 1¢ i

CCC for lesson groups

Let us assume that there are three subject groups. Each student chooses one of the groups and attends
all the lessons offered within this group. Conflicts between the individual groups are therefore permissible.
Assign the same CCC letter to all lessons that must not be in conflict with other lessons. Assign a
different CCC letter to all lessons where conflicts are permissible..

CCC group
1

French A group
and ltalian 2

Chemistry| B group
and 3

Physics

Literature (|C
and
Drama
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6.17

6.17.1

Please note that entering a CCC permits , but does not enforce the creation of a conflict between
lessons. Consequently, the diagnosis tool will not display an NTP (non-teaching period) for classes when
the lessons marked with the CCC A, B and C are not scheduled at the same time .

Comparison mode

The comparison mode enables you to compare and analyse your current data with others. You, e.g.
quickly find out which colleagues are effected by a timetable change and can publish the respective
information.

You can compare timetables , as well as master data and lessons . You additionally have many
different settings for displaying the differences between the two sets of data.

Open comparison mode
Go to the 'Start' tab; click on the ‘Comparison mode’ button to open it.

=" ~A2EREERI|: Untis MultiUser 2018 - demo - Test school DEMO - Timetable 2018/2019

Data Scheduling Timetables Course Scheduling Modules

@ ﬁ - ?YJ Diagnosis ~ 1Y 2 [ @ % Info-Timetable ~ (&) Minutes timetable €I} History-mode Reports =
. — =1 (] = - - g
£% Weighting ~ [33i Break supervisions ~ [ Lesson groups ~ =2 Flamapt Bollun
Classes Teachers Rooms Subjects Scheduling  Multiple Departments  Settings Help Cover g —
B = N E < 8 #-) Comparison mode;

|Z optimisation ~ e = omEs | sdmmoT Calendar - Year Planning * [ Lesson planning ~
Overview Scheduling tools Modules

The current data will be compared to data you need to select. You hawe three different possibilities to
compare your current data:

1. with another file.
2. with another version or another school year in Untis MultiUser.
3. with another term of the same file.

Comparison mode *
Compare data Compare to berm
demna_2018.gpn - Periodl =
dermo_2018.gph File B |

File &: demo_2018.gpn [Periodl]

| Open Znd gpn-file | File Bi: dema_2018.gpn [Period1]

|I:|:|m|:|are to data in the datal:ua...|

With the current file

The current data are shown in green, the data you want to compare it to are shown in red. >

Timetable comparison

When you activate the comparison mode and open a timetable, it will be opened twice, once with a
green frame, i.e. current data, and once with a red frame, i.e. data you want to compare.
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6.17.2

@ 44 @ =+ 3p._Kasse3b(Callas) .. - O X
b ~ -7 4HA3 ” b ~ *@-@ >
Terr18.9.2017 - 4.2.2018 [T haaraoe ~| = 33207

1
2
3
4
5
6

L-Mo. Tea. Subj. Rm. Cla, ™~
£ > -

Klal - Klasse 1 - v|

You can customise some settings in order to help you find out the differences of the two sets of data
much faster.

Eﬂithnut rooms Et}nly modified timetables
% Detailed comparison for couplings
28 Classzes: ignore changes in couplings

Timetable

Only modified timetables
This option selects only those timetables which hold differences. The selection list and any printout
options will only show these timetables.

Other sub-functions:

Without rooms

Room changes are often not so dramatic for the people inwlved as shifting a period. Therefore, you can
define here that only the changed timetables should be shown excluding the timetables in which only
rooms have been changed.

Detailed comparisons for couplings
If you select this option then periods are marked as changed where only a different coupling line was
changed and not the current coupling line.

Master data and lesson comparison

If you open a master data or lesson window in the comparison mode then it will be opened only once.

If there are differences in an element or a lesson, two lines will be shown and the differences will be
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6.17.3

displayed in the respective colours.

“ Only show different rows
HBH only show different columns
@ Also use the colours in the print out

““| Teachers / Lehrer

Ender |- H E [T - @k @ .
Mame  Walue = Val Les. Act dept. NTPs  Yearly average Val-Targ Mean  Targ-Act dept.  Actusl-Target Per  Yearly total -~
Arist 5.000 5.000 5.000 5.000 38.000 5.000 3 o
Arizt 8.000 &.000 &.000 2.000 £.000 &.000 g
Cer 20000 20000 20000 B0 J 20,000 20,000 0000 20 0
Cer 20000 20000 200004 : 20,000 20,000 20000 20 0

L3
IE' 0 free teacher-periods (0,000 value units) ‘ Lehrer

There are two additional options which make it easier for you to find out any differences:

Only show different rows
All lines of elements or lessons will be hidden which do not show any differences.

Only show different colours
All columns are hidden which do not show any differences.

Display options

On the right side of the 'Comparison mode' tab there are different display options you can choose.In our
example all options are activated and we also changed the colours of the frames.
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@ 3a - Klasse 3a (s l -
. ¥ EBold U underlined - .
fos S K ttalic al W &5
School ear1! % Red E Emphasised by '!'
Differences

M T
° HHH H
[ ey

Klal - Klasse 1

6.18 Exportto Microsoft Excel

Untis allows you to export most reports and the content of many maste data and lesson fields to MS
Excel. The respective button is active on the Quick Access Toolbar whenever it is possible to export data
from a window to Excel .

s HE ¥

Classes Teachers Rooms Subjects

- - - -

Owerview
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Index

2) 2 consecutive days 36
2) More than once aday 46
E) Double periods are allowed to span *-breaks 46
F) Fringe period 46
F) Lessons not on adjac. days 36
G) Not a fringe period 46
H) Sched. a.m./p.m. not both
M) Main subject 46
Optional subject 46
No break supenision before/after 46
NTPs allowed 36
Not in 1st AND last period 44
Office hour 46

99
Variable teacher 99
Keep curr. loading pattern 44

~

36, 44
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<Sawe block> - the 'dragged' (i.e. active) period will be
scheduled and the original period will be
unscheduled.<Create clash 134

-2.

2 periods/week - subjects not on consecutive days
89

-3 -

3 periods/week - subjects not on consecutive days
89

-A -

Abbreviations 232

Activate new lesson 157

Afternoon pers./week min.-max. 47
Alias (alternative names) 205

Alias name 65

All classes in one field 211

alternative room 304

Alternative rooms 304

Assessing the active time slot 157
Auto-complete 275

Auto-size for the details window 215

Awoid creating double NTPs for teachers 83

Awoid having just one period in a half-day for teachers
83
Awoid non-teaching periods (NTPs) 85

-B -

Background 238
Balance 75

blue arrow 128
bottlenecks 119
boundary period 325
Break supervision 204

-C -

Calendar 73

CCC-Analysis 119

Chained swaps 163

Change or add teacher 141

Change room in overview timetable 144
Change the teacher in the period 141
Changed periods 214

Changing and allocating rooms 137
Class group 35

'Class'tab 33

Class teacher at least once perday 85
Classes 33

clipboard 61

Cluster (simultaneous lessons) 205
codes 36, 44, 46, 68, 69
'Codes'tabpart 1 68

'‘Codes'tab part 2 69

Colour codes 219, 284

Colour coding 122

Column headings 220

Comb. class names (2a,2b -> 2ab) 211
Connect periods of different elements 216
Control data for optimisation 95

Copy 61

Core time 276, 282

Coupled lessons 55, 196
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Coupling legend 231
Coupling lessons 57
couplingrow 55
Cross-class suggestions 132

-D -

Daily Fr. Break 42

Daily time grid 260

Data input 13

Decoupling in the timetable 136
Decoupling lessons 58

Defining core lessons and options 296
Description 203

Details, oveniew timetables 236
Diagnosis 110

Diagnostics tools 106

Display and print 297
Displaying/hiding columns 14
Division number 65

double NTP 83

Double period 54

Double period - block 54

Double periods like single periods 211
drag & drop 122

drag and drop 127

-E -

either 323

Element-Rollup 59, 272

Entering lessons 52

Entering lessons using drag&drop 59

Even distribution of periods of a subject across the
day 89

-F -

Filetab 252

Filtering 20

Fixed (subject) sequence 77
Font 218

form view 50

Format 11 187

Format 21 187

format 40 182

fringe period 86

fringe periods 323
Full name 199

-G -

General 251
grid view 50

-H -

Header and footer 239
Headers 271
Headings 226

Home room 35

Import and export of formats 246

in the timetable 196, 212

Individual timetables 179

Information window 168

Input block 'Weighting for the boundary period 87
Input fields for all master data 29

input weaknesses 106

-L -

Label couplings with a dot 212

Label locked periods with a * mark 212

Large blocks in fringe periods on half-days 89
Layout 225

Layout 1 208

Layout2 210

lesson 49

Lesson comparison 73

Lesson group 65, 203

Lesson not to be held in fringe period is code = G
86

Lesson properties 63

Lesson sequences 77

Lessons 49

'Lessons 'tab 65

List of periods 189

List of teacher teams 121

Locked lessons 72

'Locked lessons' window 301

Locking 299
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Locking periods 126
lunch break 83, 85, 285
Lunch break (B) 44
Lunch break min.-max 35
Lunch breaks 285

main building 321

Main subjects 87, 325

Managing formats 24

Master class 297

Master data formats 10

Master data properties 29

Max main subject pers./day 35
Max. consec. main subj. per/day 35
Max. consec. periods/half day 42
Max. different less. /day 35

Max. dwell time of the teacher per day 84
Max. periods/day (C) 44

Mobile number 40

modules 251

mowe double periods 127

multi functional bar 251
Multi-timegrid 163

-N -

New timetable format 190
No NTPs (A) 44

NTPs min.-max 42
Number of students 204

-0 -

off-site locations 321

off-site rooms 317, 321

off-sitelocations 321

optimisation 80

Optimisation of NTPs for teachers 83
Optimisation of room allocation 88
Optimisation of the off-site rooms 88
Optimisation strategy (A, B, C, D, E) 96
Optional subject 323

optional subjects 323

Optional subjects and fringe periods 323
Options 109

Ovwerall diagnosis 117
Oweniew timetable 182

-P -

Page layout 27, 224

Page setup 240

Percentage scheduling 106
Period and (Half) day requests 280
Period details window 172

Period time requests 75

Periods in this subject room 67
Periods/day min.-max. 35
Periods/week 65

Periods/week min.-max. 47
Personnel number 40

Planned lessons 49

Planning in the ovenview timetables 144
Pop-up windows 166

Print selection dialogue 28
Printing 75, 223

Printing lessons and timetable 230
Print-names 271

-Q-

Quick Access Toolbar 252

-R -

Regular school 40

Replacing teachers 158

Reset 255

Resize the window 169

Respect breaks at beginning and end of day 83
Respect lunch break for teachers 83

Respect lunch break requests for classes 85
Respect max. no. of consecutive main subj. periods
for classes 87

Respect maximum number of main subjects per day
for classes 87

Respect maximum or minimum number of periods/day
for classes 85

Respect subject sequence for teachers 83
Respect the maximum and minimum number of
periods per day for teachers 84

Respect the maximum number of consecutive periods
perday 84
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Respect the maximum number of lessons per day for Start and end time 205

classes 85 Statistical code 65
Respect the subject sequence for classes 85 Strategie A - fast Optimisation 102
ribbon 251 Strategies 102
Room allocation 309 Strategy B - complex optimisation 102
Room allocation dialogue 137 Strategy D - complex %-placement 103
Room capacity ~ 310 Strategy E - overnight optimisation 103
Room groups 307 Stunden verschieben 127
Room logic 304 Subj. Sequ. - Teachers 47
Rooms 31 Subject group 65
Row headings 221 Subject sequences 327

'‘Subjects'tab 45
- S - Suggestions for NTPs 131

swap suggestions 132
Scheduling half periods 145 Swapping periods 128, 163
Scheduling periods 122
Scheduling periods with clashes 134 - T -
Scheduling priority 67
Scheduling timetable 146 Tabs 152
School data 263 Take room capacity 88
School holidays 217 Teacher optimisation code 42, 67, 101
Section: Analysis 92 Teacher status 40
Section: Classes 85 Teacher suggestion 73
Section: Main Subjects 87 Teacher'tab 40
Section: Period Distribution 89 Teachers 40
Section: Rooms 88 Telephone number 40
Section: Subjects 86 Text 65
Section: Teachers 1 83 Text for the lesson period 202
Section: Teachers 2 84 The accompanying window 103
Section: Time Requests 91 The lesson window 50
Selecting timetables 228 The role of subject rooms and home rooms 314
Selection lists 275 The same subject cannot be taught more than once on
Separate periods in case of clash 213 the same day 89
Sequence inaweek 79 The scheduling dialogue 151
Serial change 22 The selection window 110
Settings 259 The weighting parameters 82
Several classes in one timetable 241 Time grid 260
Several fields - timetable period window 191 Timerange 168
Several timetables per page 235 Time Requests 91, 108, 203, 276
Seweral weeks 187 Time requests for classes 91
Show all fields with content 12 Time requests for rooms 91
Show master classes separately 216 Time requests for subjects 91
Simultaneous lessons 80 Time requests for teachers 91
Single window 255 Time requests of lessons 63
Sorting 16 timetable 122, 128, 166, 172, 232
Sorting periods 214 Timetable class of class teacher 232
Special text 201 Timetable formats 178

Standard format 178, 206 Timetable interaction 175
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Timetable optimisation 80
Timetable period window 191
Timetable' tab 35, 42, 47, 67
timetable view 175

Timetable window 169
Timetables in HTML format 243
Timetables in the menu 178
Toolbar 73

Toolbar functions 12, 73

Try to place the same lesson at the same time on
different days 89
TT display in minute mode 215

-U -

Unscheduling periods 125

Unspecified time requests 279

Use alias for details window/legend 216
User-defined views 190

Using the clipboard 248

-W -

Weighting 80

weighting dialogue 80

weighting settings 80

window arrangement 255
Window arrangements 255
Window groups 258

Window set-up 166

With graduated lesson starts 321

.Y -

Years periods 65
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